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RULES  AND  REGULATIONS 


Title  17 — Commodity  and  Securities 
Exchanges 

CHAPTER  II— SECURITIES  AND 
EXCHANGE  COMMISSION 

(Release  Nos.  33-6618,  34-11663,  35-19177, 
39-408,  IC-8943,  IA-4741 

PART  200— ORGANIZATION;  CONDUCT 
AND  ETHICS;  AND  INFORMATION  AND 
REQUESTS 

Adoption  of  Rules  To  Implement  Provisions 
of  the  Privacy  Act  of  1974 

On  August  8,  1975,  the  Securities  and 
Exchange  Commission  issued  a  liotice  of 
proposed  rulemaking,  proposing  to  amend 
17  CFR  Part  200  by  adding  Subpart  H, 
to  implement  provisions  of  the  Privacy 
Act  of  1974,  5  U.S.C.  552a  (Pub.  L.  93-579, 

88  Stat.  1896) .  Among  other  things,  the 
proposed  rules  specified  1)  the  procedures 
whereby  an  individual  can  be  advised 
whether  any  of  the  systems  of  records 
maintained  by  the  Commission  contain 
records  that  pertain  to  him;  2)  the 
procedures  for  gaining  access  to  those 
records  that  pertain  to  the  individual; 
and  3)  the  procedures  whereby  an  in¬ 
dividual  can  seek  to  amend  the  contents 
of  records  that  pertain  to  him. 

The  Commission  invited  any  persons 
interested  in  the  proposed  regiUations  to 
submit  their  views  and  comments  to  the 
Commission  on  or  before  September  12, 
1975.  No  comments  were  received.  The 
Commission  has  considered  the  rules  as 
proposed  and  has  decided  to  adopt  the 
rules  as  published  in  the  Federal  Regis¬ 
ter  (40  FR  33418-34422) ,  subject  to  some 
technical  amendments,  including  the 
following: 

Sections  200.303(a),  200.306(a)  and 
200.310  are  amended  to  specify  that  re¬ 
quests  by  an  individual  for  information 
relating  to,  or  access  to,  systems  of  rec¬ 
ords  that  are  maintained  by  the  Commis¬ 
sion,  which  contain  information  pertain¬ 
ing  to  the  individual,  or  requests  to 
amend  records  pertaining  to  the  individ¬ 
ual  may  be  made  by  mail  addressed  to  the 
Privacy  Act  Officer,  Securities  and  Ex¬ 
change  Commission,  500  North  Capitol 
Street,  Washington,  D.C.  20549, 

Section  200.303(a)(2)  is  amended  to 
note  that  on  or  about  September  20, 1975, 
the  Commission’s  Los  Angeles  Regional 
Office  will  be  moving  to  10960  Wilshire 
Boulevard,  Los  Angeles,  California  90024. 
Its  office  hours  will  remain  the  same. 

Sections  200.308(a)(2)  and  200.308(b) 
(1)  are  amended  to  provide  that  an  ap¬ 
plication  by  an  individual  for  review  by 
the  Commission  of  an  initial  adverse 
decision  of  the  Privacy  Act  Officer,  and 
any  statement  of  disagreement  fll^  by 
an  individual  whose  request  to  am^d 
records  has  been  denied,  shall  be  deliv¬ 
ered  to  the  Securities  and  Exchange 
Commission,  Public  Reference  Section, 
Room  6101,  1100  L  Street,  NW.,  Wash¬ 
ington,  D.C.  or  mailed  to  the  Privacy  Act 
Officer,  Securities  and  Exchange  Com¬ 
mission,  500  North  Capitol  Street,  Wash¬ 
ington,  D.C.  20549. 

Since  the  following  rules  are  procedural 
in  nature  and  are  essential  to  the  imple¬ 
mentation  by  the  Commission  of  provi¬ 
sions  of  the  Privacy  Act,  which  become 


effective  on  September  27,  1975,  the 
Commission  has  determined  that  these 
rules  shall  become  effective  on  Septem¬ 
ber  27,  1975. 

Accordingly,  pursuant  to  5  U.S.C.  552a, 
the  Securities  and  Exchange  Commission 
hereby  adopts  the  rules  set  forth  below, 
effective  September  27,  1975. 

Subpart  H — Regulations  Pertaining  to  the  Pri¬ 
vacy  of  lndi\^duais  and  Systems  of  Records 
Maintained  by  the  Commission 

Sec. 

200.301  Purpose  and  scope. 

200.302  De&nlttons. 

200.303  Times,  places  and  requirements  for 

requests  pertaining  to  Individual 
records  In  a  record  system  and  for 
the  Identification  oif  Individuals 
making  requests  for  access  to  the 
records  pertaining  to  them. 

200.304  Disclosure  of  requested  records. 

200.305  Special  procedure;  Medical  records. 

200.306  Bequests  for  amendment  or  correc¬ 

tion  of  records. 

200.307  Review  of  requests  for  amendment 

or  correction. 

200.308  Appeal  of  Initial  adverse  agency  de¬ 

termination  on  access  or  correc¬ 
tion  or  amendment. 

200.309  General  provisions. 

200.310  Fees. 

200.311  Penalties. 

Authoritt:  Pub.  L.  93-579,  sec.  (f ) ,  5  U.S.C. 
552a  (f). 

Subpart  H — Regulations  Pertaining  to  the 
Privacy  of  Individuals  and  Systems  of 
Records  Maintained  by  the  Commission 

§  200.301  Purpose  and  scope. 

(a)  The  Privacy  Act  of  1974,  Pub.  L. 
93-579,  88  Stat.  1896,  is  based,  in  part, 
on  the  finding  by  Congress  that  “in  order 
to  protect  the  privacy  of  individuals  iden¬ 
tified  in  information  systems  maintained 
by  Federal  agencies,  it  is  necessary  and 
proper  for  the  Congress  to  regulate  the 
collection,  maintenance,  use,  and  dis¬ 
semination  of  information  by  such  agen¬ 
cies.”  To  achieve  this  objective  the  Act, 
among  other  things,  provides,  with  some 
exceptions,  that  Federal  agencies  shall 
advise  an  individual  upon  request  wheth¬ 
er  records  maintained  by  the  agency 
in  a  system  of  records  pertain  to  the  in¬ 
dividual  and  shall  grant  the  individual 
access  to  such  records.  The  Act  further 
provides  that  individuals  may  request 
amendments  or  corrections  to  records 
pertaining  to  them  that  are  maintained 
by  the  agency,  and  that  the  agency  shall 
either  grant  the  requested  amendments 
or  set  forth  fully  its  reasons  for  refusing 
to  do  so. 

(b)  The  Securities  and  Exchange  Com¬ 
mission,  pursuant  to  subsection  (f)  of 
the  Privacy  Act,  adopts  the  following 
rules  and  procedures  to  implement  the 
provisions  of  the  Act  summarized  above, 
and  other  provisions  of  the  Act.  These 
rules  and  procedures  are  applicable  to 
all  requests  for  information,  access  or 
amendment  to  records  pertaining  to  an 
individual  that  are  contained  in  any  sys¬ 
tem  of  records  that  is  maintained  by  the 
Commission. 

§  200.302  Definitions. 

The  following  definitions  shall  apply 
for  purposes  of  this  Subpart: 


(a)  The  terms  “individual,”  “main¬ 
tain,”  “record,”  “system  of  records,”  and 
“routine  use”  are  defined  for  purposes  of 
these  rules  as  they  are  defined  in  5  U.S.C. 
552a  (a)  (2) ,  (a)  (3) ,  (a)  (4) ,  (a)  (5) ,  and 
(a)  (6). 

(b)  “Commission”  means  the  Securi¬ 
ties  and  Ebcchange  Commission. 

§  200.303  Times,  plaees  and  require¬ 
ments  for  requests  pertaining  to  in¬ 
dividual  records  in  a  record  system 
and  for  the  identification  of  individ¬ 
uals  making  requests  for  access  to 
the  records  pertaining  to  them. 

(a)  Place  to  make  request.  Any  request 
by  an  individual  to  be  advised  whether 
any  ssrstem  of  records  maintained  by  the 
Commission  and  named  by  the  individual 
contains  a  record  pertaining  to  him,  or 
any  request  by  an  individual  for  access 
to  a  record  pertaining  to  him  that  is  con¬ 
tained  in  a  systwn  of  records  maintained 
by  the  Commission,  shall  be  submitted 
by  the  individual  in  person  during  nor¬ 
mal  business  hours  at  the  Commission’s 
Public  Reference  Room,  which  is  located 
at  1100  L  Street,  NW.,  Washington,  D.C.. 
or  by  mail  addressed  to  the  Privacy  Act 
Officer,  Securities  and  Exchange  Com¬ 
mission,  500  North  Capitol  Street,  Wash¬ 
ington,  D.C.  20549.  All  requests  will  be 
required  to  be  put  in  writing  and  signed 
by  the  individual  making  the  request.  In 
the  case  of  requests  for  access  that  are 
made  by  mail,  the  envelope  should  be 
clearly  marked  “Privacy  Access  Request.” 

(1)  Information  to  be  included  in  re¬ 
quests.  Each  request  by  an  individual 
concerning  whether  the  Commission 
maintains  in  a  system  of  records  a  record 
that  pertains  to  him,  or  for  access  to  any 
record  pertaining  to  the  individual  that 
is  maintained  by  the  Commission  in  a 
system  of  records,  shall  include  such  in¬ 
formation  as  will  assist  the  Commission 
in  identifying  those  records  as  to  which 
the  individual  is  seeking  information  or 
access.  Where  practicable,  the  individual 
should  identify  the  system  of  records 
that  is  the  subject  of  his  request  by  ref¬ 
erence  to  the  CcHnmission’s  notices  of 
systems  of  records,  which  are  published 
in  the  Federal  Register,  as  required  by 
section  (e)  (4)  of  the  Privacy  Act,  5 
U.S.C.  552a(e)  (4) .  Where  a  system  of 
records  is  compile  on  the  basis  of  a  spe¬ 
cific  identification  scheme,  the  individ¬ 
ual  should  include  in  his  request  the 
identification  number  or  other  identifier 
assigned  to  him.  In  the  event  the  indi¬ 
vidual  does  not  know  the  specific  identi¬ 
fier  assigned  to  him,  he  shall  provide 
other  information,  including  his  full 
name,  address,  date  of  birth  and  subject 
matter  of  the  record,  to  aid  in  processing 
his  request.  If  additional  information  is 
required  before  a  request  can  be  proc¬ 
essed,  the  individual  shall  be  so  advised. 

(2)  Verification  of  identity.  When  the 
fact  of  the  existence  of  a  record  is  not 
required  to  be  disclosed  under  the  Free¬ 
dom  of  Information  Act,  5  U.S.C.  552,  as 
amended,  or  when  a  record  as  to  which 
access  has  been  requested  is  not  required 
to  be  disclosed  under  that  Act,  the  indi¬ 
vidual  seeking  the  information  or  re¬ 
questing  access  to  the  record  shall  be 
required  to  verify  his  identity  before  ac- 
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cess  will  be  granted  or  information  given. 
For  this  purpose,  individuals  shall  appear 
at  the  Commission’s  Public  Reference 
Room  located  at  1100  L  Street,  NW., 
Washington,  D.C.,  during  normal  busi¬ 
ness  hours  of  9  a.m.  to  5:30  p.m.  e.s.t., 
Monday  through  Friday,  or  at  one  of  the 
Commission’s  Regional  or  Branch  Offices. 
The  addresses  and  business  hours  of 
those  Offices  are  listed  below: 

Atlanta  Regional  Office,  1371  Peachtree 
Street,  NE.,  Suite  138,  Atlanta,  Georgia 
30309.  Office  hours — 8:30  a.m.-5  p.m.  e.s.t. 
Boston  Regional  Office.  150  Causeway  Street, 
Boston,  Massachusetts  02114.  Office  hours — 

9  a.m.-5;30  p.m.  e.s.t. 

Chicago  Regional  Office,  Everett  McKinley 
Dirksen  Bldg.,  219  South  Dearborn  Street, 
Room  1708,  Chicago,  Illinois  60604.  Office 
hours — 8:45  a.m.-5:15  pan.  e.s.t. 

Cleveland  Branch  Office,  Federal  Office  Build¬ 
ing,  1240  East  Ninth  Street,  Room  899, 
Cleveland,  Ohio  44199.  Office  hours — 8:30 
a.m.-5  p.m.  e.s.t. 

Denver  Regional  Office,  Two  Park  Central, 
Room  640,  1615  Arapahoe  Street,  Denver, 
Colorado  80202.  Office  hours — 8  a.m.-4:30 
p.m.  m.st. 

Detroit  Branch  Office,  1044  Federal  Building, 
Detroit,  Michigan  48226.  Office  hours — 8:30 
•  a.m.-5  p.m.  e.8.t. 

Los  Angeles  Regional  Office,  U.S.  Court 
House,  312  North  Spring  Street,  Room 
1043,  Los  Angeles,  California  90012.  Office 
hours — 8:00  a.m.-4;30  p.m.  PST.  The  Los 
Angeles  Regional  Office  will  be  moving  on 
or  about  September  20,  1976  to  10960  WU- 
shlre  Boulevard,  Los  Angeles,  California 
90024.  Its  office  hours  will  remain  the 
same. 

Miami  Branch  Office,  Dupont  Plaza  Center, 
300  Blscayne  Boulevard  Way,  Suite  701, 
Miami,  Florida  33131.  Office  hours — 8:30 
a.m.-6  p.m.  e3.t. 

New  York  Regional  Office,  26  Federal  Plaza, 
New  York,  New  York  10007.  Office  hours — 

9  a.m.-6:30  p.m.  ee.t. 

Philadelphia  Branch  Office,  William  J.  Green, 
Jr.  Federal  Building,  600  Arch  Street,  Boom 
2204,  Philadelphia,  Pennsylvania  19106. 
Saint  Louis  Branch  Office,  210  North  12th 
Street,  Room  1452,  Saint  Louis,  Missouri 
63101.  Office  hours — 8:30  a.m.-5  pjn.  ez.t. 
Salt  Lake  City  Branch  Office,  Federal  Reserve 
Bank  Building,  120  South  State  Street, 
Salt  Lake  City,  Utah  89111.  Office  hours — 
8  a.m.-4:30  p.m.  m.s.t. 

San  Francisco  Branch  Office,  450  Golden 
Gate  Avenue,  Box  36042,  San  Francisco, 
California  94102.  Office  hours — 8  a.m.-4:30 
p.m.  pz.t. 

Seattle  Regional  Office,  1411  4th  Avenue 
Building,  Room  810,  Seattle,  Washington 
98101.  Office  hours — 8:30  a.m.-5  p.m.  pe.t. 
Washington,  D.C.,  Regional  Office,  Ballston 
Centre  Tower  3,  4016  Wilson  Boulevard, 
Arlington,  Virginia  22203.  Office  hours — 9 
a.m.-5:30  p.m.  e.s.t. 

None  of  the  Commission’s  Offices  are 
open  on  Saturday,  Sunday  or  the  follow¬ 
ing  legal  holidays:  New  Year’s  Day, 
President’s  Day,  Memorial  Day,  Inde¬ 
pendence  Day,  Labor  Day,  Veterans’  Day, 
Columbus  Day,  Thanksgiving  Day  or 
Christmas  Day. 

(3)  Methods  for  verifying  identity — 
appearance  in  person.  For  the  purpose 
of  verifying  his  identity,  an  individual 
seeking  information  as  to  records  per¬ 
taining  to  him  or  access  to  those  records 
shall  furnish  documentation  that  may 
reasonably  be  relied  on  to  establish  the 
individual’s  identity.  Such  documenta¬ 
tion  might  include  a  valid  bir^  certif¬ 


icate,  driver’s  license,  employee  or  mili¬ 
tary  identification  card,  or  medicare 
card. 

(4)  Method  for  verifying  identity  by 
mail.  Where  an  individual  cannot  appear 
at  one  of  the  Commission’s  Offices  for 
the  purpose  of  verifying  his  identity,  he 
shall  submit,  along  with  the  request  for 
information  or  access,  a  signed  and 
notarized  statement  attesting  to  his  iden¬ 
tity.  Where  access  is  being  sought,  the 
sworn  statement  shall  include  a  rep¬ 
resentation  that  the  records  being  sought 
pertain  to  the  individual  and  a  stipula¬ 
tion  that  the  individual  is  aware  that 
knowingly  and  willfully  requesting  or 
obtaining  records  pertaining  to  an  in¬ 
dividual  from  the  Commission  under 
false  pretenses  is  a  criminal  offense. 

(5)  Additional  procedures  for  verify¬ 
ing  identity.  When  it  appears  appro¬ 
priate,  there  may  be  made  such  other 
arrangements  for  the  verification  of 
identity  as  are  reasonable  under  the  cir¬ 
cumstances  and  appear  to  be  effective  to 
prevent  unauthorized  disclosure  of,  or 
access  to,  individual  records. 

(b)  Acknowledgement  of  requests  for 
information  pertaining  to  individual 
records  in  a  record  system  or  for  access 
to  individual  records.  (1)  Except  where 
an  immediate  acknowledgement  is  given 
for  requests  made  in  person,  the  receipt 
of  a  request  for  information  pertaining 
to  individual  records  in  a  record  system 
wil  be  acknowledged  within  10  days  after 
the  receipt  of  such  request.  Requests 
will  be  processed  as  promptly  as  possible 
and  a  response  to  such  requests  will  be 
given  within  30  days  (excluding  Satur¬ 
days,  Sundays,  and  legal  holidays)  im- 
less,  within  the  30  day  period  and  for 
cause  shown,  the  individual  making  the 
request  Is  notified  in  writing  that  a  longer 
period  is  necessary. 

(2)  When  an  individual  appears  in 
person  at  the  Commission’s  Public  Ref¬ 
erence  Roinn  in  Washington,  D.C.,  or  at 
one  of  its  Regional  or  Branch  Offices  to 
request  access  to  records  pertaining  to 
him,  and  such  individual  provides  the 
required  information  and  verification  of 
identity,  the  Commission’s  staff,  if  prac¬ 
ticable,  will  indicate  at  that  time 
whether  it  is  likely  that  the  individual 
will  be  given  access  to  the  records  and, 
if  so,  when  and  under  what  circum¬ 
stances  such  access  will  be  given.  In  the 
case  of  requests  received  by  mail,  when¬ 
ever  practicable,  acknowledgement  of  the 
receipt  of  the  request  will  be  given  within 
10  days  after  receipt  (excluding  Satur¬ 
days,  Sundays,  and  legal  holidays) .  The 
acknowledgement  will  indicate,  if  prac¬ 
ticable,  whether  or  not  access  likely  will 
be  granted  and,  if  so,  when  and  under 
what  circumstances. 

§  200.304  •  Disclosure  of  requested  rec¬ 
ords. 

(a)  Initial  review.  Requests  by  individ¬ 
uals  for  access  to  records  pertaining  to 
them  will  be  referred  to  the  Commission’s 
Privacy  Act  Officer  who  initially  will  de¬ 
termine  whether  access  will  be  granted. 
Provided,  however.  That  a  Director  of  a 
staff  Division  of  the  Commission  or  Of¬ 
fice  head  whose  zone  of  responsibility 
relates  to  the  record  requested  (see  17 


CFR  200.13  et  seq.) ,  may  make  a  deter¬ 
mination  that  access  is  not  lawfully  re¬ 
quired  to  be  granted  and  should  not  be 
granted,  in  which  case  he,  and  not  the 
Privacy  Act  Officer,  shall  make  the  re¬ 
quired  notification  to  the  individual  mak¬ 
ing  the  request. 

(b)  Grant  of  request  for  access.  (1)  If 
it  is  determined  that  a  request  for  access 
to  records  pertaining  to  an  individual 
will  be  granted,  the  individual  will  be 
advised  by  mail  that  access  will  be  given 
at  the  designated  Office  of  the  Commis¬ 
sion  or  a  copy  of  the  requested  record 
will  be  provided  by  mail  if  the  individual 
shall  so  indicate.  Where  the  individual 
requests  that  copies  of  the  record  be 
mailed  to  him  or  requests  copies  of  a 
record  nipon  reviewing  it  at  a  Commis¬ 
sion  Office,  the  individual  shall  pay  the 
cost  of  msiking  the  requested  copies,  as 
set  forth  in  Section  310  of  this  Subpart. 

(2)  In  granting  access  to  an  individual 
to  a  record  pertaining  to  him,  such  steps 
shall  be  taken  by  the  Commission's  st^ 
as  are  necessary  to  prevent  the  unauthor¬ 
ized  disclosure  at  the  same  time  of  In¬ 
formation  pertaining  to  Individuals  other 
than  the  person  making  the  request  or  of 
other  information  that  does  not  pertain 
to  the  individual. 

(c)  Denial  of  request  for  access.  If  it 
is  determined  that  access  will  not  be 
granted,  the  individual  making  the  re¬ 
quest  will  be  notified  of  that  fact  and 
^ven  the  reasons  why  access  is  being 
denied.  The  individual  also  will  be  ad¬ 
vised  (1)  of  his  right  to  seek  review  by 
the  Commission  of  the  initial  decision 
to  deny  access,  in  accordance  with  the 
procedures  set  forth  in  Section  308  of 
this  Subpart;  and  (2)  of  his  right  ulti¬ 
mately  to  obtain  judicial  review  pursu¬ 
ant  to  5  U.S.C.  552a(g)  (1)  (A)  of  a  final 
denial  of  access  by  the  Cconmisslon. 

(d)  Time  for  acting  on  requests  for 
access.  Access  to  a  record  pertaining  to 
an  individual  normally  will  be  granted 
or  denied  within  30  days  (excluding  Sat¬ 
urdays,  Sundays  and  legal  holidays) 
after  the  receipt  of  the  request  for  ac¬ 
cess  unless  the  individual  making  the 
request  is  notified  in  writing  within  the 
30  day  period  that,  for  good  cause  shown, 
a  longer  time  is  required.  In  such  cases, 
the  individual  making  the  request  shaU 
be  informed  in  writing  of  the  difficulties 
encoimtered  and  an  indication  shall  be 
given  as  to  when  it  is  anticipated  that 
access  may  be  granted  or  denied. 

(e)  Authorization  to  allow  designated, 
person  to  review  and  discuss  records  per¬ 
taining  to  another  individual.  An  indi¬ 
vidual  who  is  granted  access  to  records 
pertaining  to  him,  and  who  appears  at 
a  Commission  0£ke  to  review  the  rec¬ 
ords,  may  be  accompanied  by  another 
person  of  his  choosing.  Where  the  records 
as  to  which  access  has  been  granted  are 
not  required  to  be  disclosed  under  provi¬ 
sions  of  tl^  Freedom  of  Information  Act 
5  U.S.C.  5^,  as  amended,  the  individual 
requesting  the  records,  before  being 
granted  access,  shall  execute  a  written 
statement,  signed  by  him  and  the  per¬ 
son  accompanying  him,  which  specifical¬ 
ly  authorizes  the  latter  individual  to  re¬ 
view  and  discuss  the  records.  If  such 
authorization  has  not  been  given  as  de- 


PfOflAL  tiOISTiR.  VOL  40,  NO.  1t«— W80NIS0AY,  SimMUt  24.  1»7S 


44070 


RULES  AND  REGULATIONS 


scribed,  the  person  who  has  accompanied 
the  individual  making  the  request  will 
be  excluded  from  any  review  or  discus¬ 
sion  of  the  records. 

(f)  Exclusion  for  certain  records. 
Nothing  contained  in  these  rules  shall 
allow  an  individual  access  to  any  infor¬ 
mation  compiled  in  reasonable  anticipa¬ 
tion  of  a  civil  action  or  proceeding. 

§  200.305  Special  procedure:  Medical 

records. 

(a)  Statement  of  physician  or  mental 
health  professional.  When  an  individual  , 
requests  access  to  records  pertaining  to 
him  that  include  medical  and/or  psycho¬ 
logical  information,  the  Commission,  if 
it  deems  it  necessary  imder  the  particu¬ 
lar  circumstances,  may  require  the  in¬ 
dividual  to  submit  with  the  request  a 
signed  statement  by  his  physician  or  a 
mental  health  professional  indicating 
tlrat,  in  their  opinion,  disclosure  of  the 
requested  records  or  information  directly 
to  the  individual  will  not  have  an  adverse 
effect  on  the  individual. 

(b)  Designation  of  physician  or  men¬ 
tal  health  professional  to  receive  records. 

If  the  Commission  believes,  in  good  faith, 
that  disclosure  of  medical  and/or  psy¬ 
chological  information  directly  to  an  in¬ 
dividual  could  have  an  adverse  effect  on 
that  individual,  the  individual  may  be 
asked  to  designate  in  writing  a  physician 
or  mental  health  professional  to  whom 
he  would  like  the  records  to  be  disclosed, 
and  disclosure  that  otherwise  would-be 
made  to  the  individual  will  instead  be 
made  to  the  designated  physician  or 
mental  health  professional. 

§  200.306  Requests  for  amendment  or 
correction  of  records. 

(a)  Place  to  make  requests.  A  request 
by  an  individual  to  amend  or  correct  rec¬ 
ords  pertaining  to  him  may  be  made  in 
person  during  normal  business  hours  at 
the  Commission’s  Public  Reference  Room 
located  at  1100  L  Street,  NW.,  Washing¬ 
ton,  D.C.,  or  by  mail  addressed  to  the 
Privacy  Act  OflBcer,  Securities  and  Ebt- 
change  Commission,  500  North  Capitol 
Street,  Washington,  D.C.  20549. 

(1)  Information  to  he  included  in  re¬ 
quests.  Each  request  to  amend  or  correct 
a  Commission  record  shall  reasonably  de¬ 
scribe  the  record  sought  to  be  amended 
or  corrected.  Such  description  should  in¬ 
clude,  for  example,  relevant  names,  dates 
and  subject  matter  to  permit  the  record 
to  be  located  among  the  records  main¬ 
tained  by  the  Commission.  An  individual 
who  has  requested  that  a  record  per¬ 
taining  to  him  be  amended  or  corrected 
will  be  advised  promptly  if  the  record 
cannot  be  locat^  on  the  basis  of  the 
description  given  and  that  further  iden¬ 
tifying  information  is  necessary  before 
his  request  can  be  processed.  An  initial 
evaluation  of  a  request  presented  in  per¬ 
son  will  be  made  immediately  to  ensure 
that  the  request  is  complete  and  to  indi¬ 
cate  what,  if  any,  additional  information 
will  be  required.  Verification  of  the  indi¬ 
vidual’s  identity  as  set  forth  in  §§  200.- 
303(a),  (2),  (3),  (4)  and  (5)  may  also  be 
required. 

(2)  Basis  for  amendment  or  correc¬ 
tion.  An  individual  requesting  an  amend- 


ment  or  correction  to  a  record  pertaining 
to  him  shall  specify  the  substance  of  the 
amendment  or  correction  and  set  forth 
facts  and  provide  such  materials  that 
would  support  his  contention  that  the 
record  pertaining  to  him  as  maintained 
by  the  Commission  is  not  accurate,  time¬ 
ly  or  complete,  or  that  the  record  is  not 
necessary  and  relevant  to  accomplish  a 
statutory  purpose  of  the  Commission  as 
authorized  by  law  or  by  Executive  Order 
of  the  President. 

(b)  Acknowledgement  of  requests  for 
amendment  or  correction.  Receipt  of  a 
request  to  amend  or  correct  a  record  per¬ 
taining  to  an  individual  normally  will  be 
acknowledged  in  writing  within  10  days 
after  such  request  has  been  received. 
When  a  request  to  amend  or  correct  is 
made  in  person,  the  individual  making 
the  request  will  be  given  a  written  ac¬ 
knowledgement  when  the  request  is  pre¬ 
sented.  The  acknowledgement  will  de¬ 
scribe  the  request  received  and  indicate 
when  it  is  anticipated  that  action  will 
be  taken  on  the  request.  No  acknowledge¬ 
ment  will  be  sent  when  the  request  for 
amendment  or  correction  will  be  re¬ 
viewed,  and  an  initial  decision  made, 
within  10  days  from  the  date  the  request 
is  received. 

§  200.307  Review  of  requests  for  amend¬ 
ment  or  correction. 

(a)  Initial  review.  As  in  the  case  of  re¬ 
quests  for  access,  requests  by  individuals 
for  amendment  or  correction  to  records 
pertaining  to  them  will  be  referred  to  the 
Commission’s  Privacy  Act  Officer  for  an 
initial  determination,  except  that  such 
requests  may  be  considered  by  a  Division 
Director  or  Office  Head  as  set  forth  in 
section  304(a)  of  this  Subpart. 

(b)  Standards  to  be  applied  in  review¬ 
ing  requests.  In  reviewing  requests  to 
amend  or  correct  records,  the  Privacy 
Act  Officer,  or  Division  or  Office  head, 
will  be  guided  by  the  criteria  set  forth 
in  5  U.S.C.  552a(e)  (1),  i.e.,  that  records 
maintained  by  the  Commission  shall  con¬ 
tain  only  such  information  as  is  neces¬ 
sary  and  relevant  to  accomplish  a  statu¬ 
tory  purpose  of  the  Commission  as  re¬ 
quired  by  statute  or  Executive  Order  of 
the  President  and  that  such  information 
also  be  accurate,  timely,  and  complete. 
These  criteria  will  be  applied  whether 
the  request  is  to  add  material  to  a  record 
or  to  delete  information  from  a  record. 

(c)  Time  for  acting  cm  requests.  Ini¬ 
tial  review  of  a  request  by  an  individual 
to  amend  or  correct  a  record  pertaining 
to  him  shall  be  completed  as  promptly 
as  is  reasonably  possible  and  normally 
within  30  days  (excluding  Saturdays, 
Sundays  and  legal  holidays)  from  the 
date  the  request  was  received,  unless  un¬ 
usual  circumstances  preclude  comple¬ 
tion  of  review  within  that  time.  If  the 
anticioated  completion  date  indicated  in 
the  acknowledgement  cannot  be  met,  the 
individual  requesting  the  amendment 
will  be  advised  in  writing  of  the  delay 
and  the  reasons  therefor,  and  also  ad¬ 
vised  when  action  is  expected  to  be 
completed. 

(d)  Grant  of  requests  to  amend  or  cor¬ 
rect  records.  If  a  request  to  amend  or 


correct  a  record  is  granted  in  whole  or 
in  part,  the  Privacy  Act  Officer  will:  (1) 
Advise  the  individual  making  the  request 
in  writing  of  the  extent  to  which  it  has 
been  granted;  (2)  amend  or  correct  the 
record  accordingly;  and  (3)  where  an  ac- 
coimting  of  disclosures  of  the  record  has 
been  kept  pursuant  to  5  U.S.C.  552a(c) , 
advise  all  previous  recipients  of  the  rec¬ 
ord  of  the  fact  that  the  record  has  been 
amended  or  corrected  and  the  substance 
of  the  amendment  or  correction. 

(e)  Denial  of  requests  to  amend  or  cor¬ 
rect  records.  If  an  individual’s  request  to 
amend  or  correct  a  record  pertaining  to 
him  is  denied  in  whole  or  in  part,  the 
Privacy  Act  Officer  will;  (1)  Promptly 
advise  the  individual  making  the  request 
in  writing  of  the  extent  to  which  the 
request  has  been  denied;  (2)  state  the 
reasons  for  the  denial  of  the  request;  (3) 
describe  the  procedures  established  by 
the  Commission  to  obtain  further  review 
within  the  Commission  of  the  request  to 
amend  or  correct,  including  the  name 
and  address  of  the  person  to  whom  the 
appeal  is  to  be  addressed;  and  (4)  in¬ 
form  the  individual  that  the  Privacy  Act 
Officer  will  provide  information  and  as¬ 
sistance  to  the  individual  in  perfecting 
an  a.ppeal  of  the  initial  decision. 

§  200.308  Appeal  of  initial  adverse 
agency  determination  as  to  access  or 
as  to  amendment  or  correction. 

(a)  Administrative  review.  Any  person 
who  has  been  notified  pursuant  to  §200.- 
304(c)  that  his  request  for  access  to  rec¬ 
ords  pertaining  to  him  has  been  denied, 
or  pursuant  to  section  307(e)  of  this 
Subpart  that  his  request  for  amendment 
or  correction  has  bron  denied  in  whole 
or  in  part,  or  who  has  received  no  re¬ 
sponse  to  a  request  for  access  or  to  amend 
within  30  days  (excluding  Saturdays, 
Simdays  and  legal  holidays)  after  his 
request  was  received  by  the  CJommis- 
sion's  staff  (or  within  such  extended 
period  as  may  be  permitted  in  accordance 
with  sections  304(d)  and-307(c)  of  this 
Subnart),  may  appeal  the  adverse  de¬ 
termination  or  failure  to  respond  by  ap¬ 
plying  for  an  order  of  the  Commission 
determining  and  directing  that  access  to 
the  record  be  granted  or  that  the  record 
be  amended  or  corrected  in  accordance 
with  his  request. 

(1)  The  application  shall  be  in  writing 
and  shall  describe  the  record  in  Issue  and 
set  forth  the  proposed  amendment  or 
correction  and  the  reasons  therefor. 

(2)  The  application  shall  be  delivered 
to  the  Securities  and  Exchange  Commis¬ 
sion,  Public  Reference  Section,  Room 
6101,  1100  L  Street,  NW.,  Washington, 
D.C.  or  mailed  to  the  Privacy  Act  Officer, 
Securities  and  Exchange  Commission, 
500  North  CJapitol  Street,  Washington, 
D.C.  20549. 

(3)  The  applicant,  if  he  wishes,  may 
state  such  facts  and  cite  such  legal  or 
other  authorities  as  he  may  consider  ap¬ 
propriate  in  support  of  his  application. 

(4)  The  Commission  will  niake  a  de¬ 
termination  with  respect  to  any  appeal 
within  30  davs  after  the  receipt  of  such 
appeal  (excluding  Saturdays,  Sundays 
and  l^al  holidays) ,  unless  for  good  cause 
shown,  the  CThaIrman  of  the  Commission 
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shall  extend  that  period.  If  sxudi  an  ex¬ 
tension  is  made,  the  individual  who  is 
appealing  shall  be  advised  in  writing  of 
the  extension,  the  reasons  therefor,  and 
the  anticipated  date  when  the  appeal  will 
be  decided. 

(5)  In  considering  an  appeal  from  a 
denial  of  a  request  to  amend  or  correct 
a  record,  the  Commission  shall  apply  the 
same  standards  as  set  forth  in  §  200.307 
(b). 

(6)  If  the  Commission  shall  conclude 
that  access  should  be  granted,  it  shall 
issue  an  order  granting  access  and  in¬ 
structing  the  Privacy  Act  Officer  to  com¬ 
ply  with  §  200.304(b). 

(7)  If  the  Commission  shall  conclude 
that  the  request  to  amend  or  correct  the 
record  should  be  granted  in  whole  or  in 
part,  it  shall  issue  an  order  granting  the 
requested  amendment  or  correction  in 
whole  or  in  part  and  instructing  the  Pri¬ 
vacy  Act  Officer  to  comply  with  the  re¬ 
quirements  of  Section  307  (d)  of  this  Sub¬ 
part,  to  the  extent  applicable. 

(8)  If  the  (Commission  affirms  the  ini¬ 
tial  decision  denying  access,  it  shall  issue 
an  order  denying  access  an(l  advising  the 
individual  seeking  access  of  A)  the  Com¬ 
mission’s  order;  B)  the  CMnmission’s 
reasons  for  denying  access;  and  C)  the 
individual’s  right  to  obtain  Judicial  re¬ 
view  of  the  Commission’s  decision  pur¬ 
suant  to  5  U.S.C.  552a(g)  (1)  (B) . 

(9)  If  the  Commission  determines  that 
the  decision  of  the  Privacy  Act  Officer 
denying  a  request  to  amend  orc(»Tect  a 
record  should  be  upheld  it  shall  issue  an 
order  denying  the  request  and  the  indi¬ 
vidual  shall  be  advised  of  (i)  the  Com¬ 
mission’s  order  refusing  to  amend  or  cor¬ 
rect  the  record  and  the  reasons  therefor; 
(ii)  hJs  right  to  file  a  concise  statement 
setting  forth  his  disagreement  with  the 
Commission’s  decision  not  to  amend  or 
correct  the  record;  (ill)  the  procedures 
for  filing  such  a  statement  of  disagree¬ 
ment  with  the  Commissicm;  (iv)  the  fact 
that  any  such  statment  of  disagreement 
will  be  made  available  to  anyone  to  wbcun 
the  record  is  disclosed,  together  with,  if 
the  Commission  deems  it  awropriate,  a 
brief  statement  setting  forth  the  Com¬ 
mission’s  reasons  for  refusing  to  amend 
or  correct;  (v)  the  fact  that  prior  re¬ 
cipients  of  the  record  in  issue  will  be  pro¬ 
vided  with  the  statement  of  disagree¬ 
ment  and  the  Commission’s  statement,  if 
any,  to  the  extent  that  an  accoimting  of 
such  disclosures  has  been  maintained 
pursuant  to  5  U.S.C.  552a(c);  and  (vi) 
the  individual’s  right  to  seek  Judicial  re¬ 
view  of  the  Commission’s  refusal  to 
amend  or  correct,  pursuant  to  5  U.S.C. 
552a(g)(l)(A). 

(b)  Statement  of  disagreement.  As 
noted  in  paragraph  (a)  (9)  (ii)  of  this 
section,  an  individual  may  file  with  the 
Commission  a  statement  setting  forth  his 
disagreement  with  the  Commission’s  de¬ 
nial  of  his  request  to  amend  or  correct 
a  record. 

(1)  Such  statement  of  disagreement 
shall  be  delivered  to  the  Securities  and 
Exchange  Commission,  Public  Reference 
Section,  Room  6101,  1100  L  Street,  NW., 
Washington,  D.C.,  or  mailed  to  the  Pri¬ 
vacy  Act  Officer,  500  North  Capitol 
Street,  Washington,  D.C.  20549,  within 


30  days  after  receipt  by  the  individual  of 
the  Commission’s  order  denying  the 
amendment  or  correction.  For  good  cause 
shown  this  period  can  be  extended  for  a 
reasonable  period. 

(2)  Such  statement  of  dis^reement 
shall  concisely  state  the  basis  for  the 
individual’s  disagreement.  Generally  a 
statement  should  be  no  more  than  two 
pages  in  length,  except  an  individual 
may  submit  a  slightly  longer  statement 
if  it  is  necessary  to  set  forth  his  disagree¬ 
ment  effective^.  Unduly  lengthy  or  ir¬ 
relevant  materials  will  be  returned  to  the 
individual  by  the  Commission  for  appro¬ 
priate  revisions  before  they  become  a 
permanent  part  of  the  individual’s 
record. 

(3)  The  record  about  which  a  state¬ 
ment  of  disagreement  has  been  filed  will 
clearly  note  which  part  of  the  record  is 
disputed  and  the  Commission  will  pro¬ 
vide  copies  of  the  statement  of  disagree¬ 
ment  and,  if  the  Commission  deems  it 
appropriate,  provide  a  concise  statement 
of  its  reasons  for  refusing  to  amend  or 
correct  the  record,  to  persons  or  other 
agencies  to  whom  the  record  has  been 
or  will  be  disclosed. 

§  202.309  General  iDrovisiona. 

(a)  Extensions  of  time.  Pursuant  to 
sections  303(b),  304(d).  307(c)  and  308 
(a)  (4)  of  this  Subpart,  the  time  within 
which  a  request  for  information,  access 
or  amendment  by  an  Individual  with  re¬ 
spect  to  records  maintained  by  the  Com¬ 
mission  that  pertain  to  him  normally 
would  be  processed  may  be  extended  for 
go(xl  cause  shown  or  because  of  unusual 
circumstances.  As  used  in  these  rules, 
“good  cause”  and  “unusual  circum¬ 
stances”  shall  Include,  but  only  to  the 
extent  reasonably  necessary  to  the  prop¬ 
er  processing  (Df  a  particular  request — 

(1)  The  need  to  search  for  and  c(dlect 
the  requested  records  from  field  facil¬ 
ities  or  other  establishments  that  are 
separate  from  the  Office  processing  the 
request.  Many  records  of  the  Commissi<m 
are  stored  in  Federal  Records  Centers  in 
accordance  with  law — including  many  of 
the  d(x:uments  which  have  been  on  file 
with  the  Commission  for  more  than  2 
years — and  cannot  be  made  available 
promptly.  Other  records  may  temporar¬ 
ily  be  located  at  a  Regional  or  Branch 
Office  of  the  Commission.  Any  person 
who  has  requested  for  personal  examin¬ 
ation  a  record  stored  at  the  Federal  Rec¬ 
ords  Center  or  temporarily  located  in 
a  Regional  or  Branch  Office  of  the  Com¬ 
mission  will  be  notified  when  the  record 
will  be  made  available  to  him. 

(2)  The  need  to  search  for,  collect, 
and  appropriately  examine  a  volumin¬ 
ous  amount  of  separate  and  distinct  rec¬ 
ords  which  may  be  demanded  in  a  single 
request.  While  every  reasonable  effort 
will  be  made  fully  to  comply  with  each 
request  as  promptly  as  possible  on  a  first- 
come,  first-served  basis,  work  done  to 
search  for,  collect  and  appropriately  ex¬ 
amine  records  in  response  to  a  request 
for  a  large  number  of  records  will  be  con¬ 
tingent  upon  the  availability  of  process¬ 
ing  personnel  in  accordance  with  an 
equitable  allcx^ation  of  time  to  all  mem¬ 


bers  of  the  public  who  have  requested  or 
wish  to  request  records. 

(3)  The  need  for  consultation,  which 
shall  be  conducted  with  all  practicable 
si>eed,  with  another  agency  having  a  sub¬ 
stantial  interest  in  the  determination  of 
the  request,  or  among  two  or  more  com¬ 
ponents  within  the  Commission  having 
substantial  subject-matter  interest 
therein. 

(b)  Effective  date  of  action.  When¬ 
ever  it  is  provided  in  this  Subpart  that 
an  acknowledgement  or  resi>onse  to  a  re¬ 
quest  will  be  given  by  specific  times,  de¬ 
posit  in  the  mails  of  such  acknowledge¬ 
ment  or  response  by  that  time,  addressed 
to  the  person  making  the  request,  will  be 
deemed  full  compliance. 

(c)  Records  in  use  hy  a  member  of  the 
Commission  or  its  staff.  Although  every 
effort  will  be  made  to  make  a  record  in 
use  by  a  member  of  the  Commission  or 
its  staff  available  when  requested,  it  may 
occasionally  be  necessary  to  delay  mak¬ 
ing  such  a  record  available  when  doing 
so  at  the  time  the  request  is  made  would 
seriously  interfere  with  Uie  work  of  the 
Commission  or  its  staff. 

(d)  Missing  or  lost  records.  Any  per¬ 
son  who  has  requested  a  record  or  a  copy 
of  a  record  pertaining  to  him  will  be 
notified  if  the  record  sought  cannot  be 
found.  If  he  so  requests,  he  will  be  noti¬ 
fied  if  the  record  subsequently  is  found. 

(e)  Oral  requests;  misdirected  written 
requests. 

(1)  Tdephone  and  other  oral  requests. 
Before  responding  to  any  re<iuest  Iqr  an 
individual  for  information  concerning 
whether  records  maintained  by  the  Com¬ 
mission  in  a  system  of  records  pertain  to 
him  or  to  any  request  for  access  to  rec¬ 
ords  by  an  individual,  such  reiiuest  nuiat 
be  in  writing  and  signed  by  the  indi¬ 
vidual  making  the  request.  Hie  Gem- 
mission  will  not  entertain  any  appeal 
from  an  alleged  denial  or  failure  to  com¬ 
ply  with  an  oral  request.  Any  persem  who 
has  orally  requested  information  or  ac¬ 
cess  to  records  pertaining  to  him  that 
he  believes  to  have  been  improperly  de¬ 
nied  to  him  should  resubmit  his  request 
in  appropriate  written  form  in  order  to 
obtain  proper  consideration  and,  if  need 
be,  administrative  review. 

(2)  Misdirected  written  requests.  ’Ilie 
Commission  cannot  assure  that  a  timely 
or  satisfactory  response  will  be  given  to 
written  requests  for  information,  access 
or  amendment  by  an  individual  with  re¬ 
spect  to  records  pertaining  to  him  that 
are  directed  to  the  Commission  other 
than  in  the  manner  prescribed  in  sec¬ 
tions  303(a).  306(a),  308(a)  (2).  and  310 
of  this  Subpart.  Any  staff  member  who 
receives  a  written  request  for  informa¬ 
tion,  access  or  amendment  should 
promptly  forward  the  request  to  the 
Public  Reference  Section.  Misdirected  re¬ 
quests  for  re<x>rds  will  be  considered  to 
have  been  received  by  the  Commissiem 
only  when  they  have  been  actually  re¬ 
ceived  by  the  Public  Reference  Sectiem 
or  Privacy  Act  Officer  in  cases  tmder 
§  200.308(a)  (2) .  The  Commission  will 
not  entertain  any  appesd  from  an  alleged 
denial  or  failure  to  comply  with  a  mis¬ 
directed  request,  unless  it  is  clearly 
shown  that  the  request  was  in  fact  re- 
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ceived  by  the  Public  Reference  Section 
or  Privacy  Act  OflBcer. 

§  200.310  Fees. 

A  request  by  an  individual  for  copies 
of  a  record  pertaining  to  him  that  is 
maintained  by  the  Commission  may  be 
made  in  person  during  normal  business 
hours  at  the  Public  Reference  Room  at 
1100  L  Street,  NW..  Washington,  D.C., 
or  by  mail  addressed  to  the  Privacy  Act 
Officer,  Securities  and  Exchange  Com¬ 
mission,  500  North  Capitol  Street,  Wash¬ 
ington,  D.C.  20549.  If  the  request  is 
granted,  there  will  be  no  charge  assessed 
to  the  individual  for  the  Commission’s 
expense  involved  in  searching  for  or  re¬ 
viewing  the  record.  Copies  of  the  Com¬ 
mission’s  records  will  be  provided  by  a 
commercial  copier  or  by  the  Commission 
at  rates  established  by  a  contract  be¬ 
tween  the  copier  and  the  Commission. 
Records  will  be  copied  onto  8%"  x  14" 
pages  at  the  cost  of  15  cents  per  page. 
Copying  machines  are  provided  in  the 
public  reference  rooms  in  the  Commis¬ 
sion’s  Washington,  D.C.,  New  York,  Los 
Angeles,  and  Chicago  Offices,  where  the 
individual  may  make  copies  at  a  cost  of 
12  cents  per  page. 

§  200.311  Penalties. 

TiUe  18  U.S.C.  Sec.  1001  makes  it  a 
criminal  offense,  subject  to  a  maximum 
fine  of  $10,000,  or  imprisonment  for  not 
more  than  5  years  or  both,  to  knowingly 
and  willingly  make  or  cause  to  be  made 
any  false  or  fradulent  statements  or  rep¬ 
resentations  in  any  matter  within  the  ju¬ 
risdiction  of  any  agency  of  the  United 
States.  5  U.S.C.  552a(i)  makes  it  a  mis¬ 
demeanor  punishable  by  a  fine  of  not 
more  than  $5000  for  any  person  know¬ 
ingly  and  willfully  to  request  or  obtain 
any  record  concerning  an  indivldufil  from 
the  Commission  imder  false  pretenses. 
5  U.S.C.  552a(i)  (1)  and  (2)  provide 
criminal  penalties  for  certain  violations 
of  the  Privacy  Act  by  officers  and  em¬ 
ployees  of  the  Commission. 

By  the  Commission. 

[seal]  CteoRGE  A.  Fitzsimmons. 

Secretary. 

September  19, 1975. 

[FR  Doc.76-26444  FUed  9-23-76:8 :45'am] 


(Release  Nos.  33-6619,  34-11664,  35-19178, 
39-409,  IA-476,  IC-89441 

PART  200— ORGANIZATION;  CONDUCT 
AND  ETHICS;  AND  INFORMATION  AND 
REQUESTS 

Privacy  Act  of  1974;  Promulgation  of 
Exemptions 

On  August  8, 1975,  the  Chairman  of  the 
Securities  and  Exchange  Commission  is¬ 
sued  a  notice  that  consideration  was 
being  given  to  exempting  specified  sys¬ 
tems  of  records  that  are  maintained  by 
the  Commission  from  provisions  of  the 
Privacy  Act  of  1974,  5  U.S.C.  552a  (Pub. 
L.  93-579,  88  Stat.  1896) .  The  notice  in¬ 
dicated  that,  pursuant  to  section  (k)  (2) 
of  the  Privacy  Act,  5  U.S.C,  552a(k)  (2) , 
thirty  systems  of  records  that  are  main¬ 
tained  by  the  Commission  would  be  ex¬ 


empted  from  certain  provisions  of  the 
Act,  insofar  as  those  thirty  systems  of 
records  contained  investigatory  mate¬ 
rials  compiled  for  law  enforcement  pur¬ 
poses.  The  proposed  exemption  would  be 
applicable  except  under  the  circum¬ 
stances  set  forth  in  the  proviso  to  section 
(k)  (2)  of  the  Privacy  Act,  5  U.S.C.  552a 
(k)  (2).’ 

In  addition,  the  notice  indicated  that, 
pursuant  to  section  (k)  (5)  of  the  Privacy 
Act,  5  U.S.C.  552a(k)  (5) ,  two  systems  of 
records  would  be  exempted  from  the  same 
provisions  of  the  Privacy  Act,  insofar  as 
those  systems  contained  investigatory 
materials  compiled  solely  for  the  purpose 
of  determining  .the  suitability,  eligibility, 
or  qualifications  of  an  individual  for  Fed¬ 
eral  civilian  employment  or  access  to  con¬ 
fidential  information.  This  exemption 
would  be  applicable  only  to  the  limited 
extent  set  forth  in  section  (k)(5),  5 
U.S.C.  552a(k)(5).* 

Pursuant  to  these  proposed  exemptions 
imder  sections  (k)  (2)  and  (k)  (5)  of  the 
Act,  5  U.S.C.  552a  (k)  (2)  and  (k)(5). 
the  thirty-two  systems  or  records  identi¬ 
fied  in  the  August  8,  1975  notice  (which 
was  published  in  40  FR  34417-34418  (Au¬ 
gust  15, 1975) ) ,  would  be  exempted  from 
sections  (c)(3),  (d),  (e)(1),  (e)(4)  (G), 
(H)  and  (I) ,  and  (f )  of  the  Privacy  Act, 
5  U.S.C.  552a(c)  (3),  (d),  (e)  (1),  (e)(4) 
(G).  (H)  and  (I),  and  (f).  These  sec¬ 
tions  generally  require  the  Commission 
to  notify  an  individual  upon  his  request 
of  the  existence  of  information  contained 
in  a  record  pertaining  to  him,  permit  ac¬ 
cess  to  such  record  and  permit  amend¬ 
ment  or  correction  of  such  record  (sec¬ 
tions  552a(d) .  (e)  (4)  (G) ,  (H)  and  (I) ) ; 
make  available  to  an  individual  any  re¬ 
quired  accounting  (5  U.S.C.  552a(c)  (3) ) ; 
publish  the  sources  of  the  information 
in  the  system  of  records  (5  U.S.C.  552a 
(e)  (4)  (I) ) ;  and  screen  records  to  insxire 


1  Section  (k)  (2)  of  the  Privacy  Act  pro¬ 
vides  that  the  head  of  an  agency  may  pro¬ 
mulgate  rules  exempting :  “Investigatory  ma¬ 
terials  compUed  for  law  enforcement  ptir- 
poses  •  •  •  Provided,  however,  That  If  any 
individual  is  denied  any  right,  prlvUege,  or 
benefit  that  he  would  otherwise  be  entitled 
by  Federal  Law,  or  for  which  he  would  other¬ 
wise  be  eligible  as  a  result  of  the  mainte¬ 
nance  of  such  material,  such  material  shall 
be  provided  to  such  individual  except  to  the 
extent  that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source  who  fur¬ 
nished  information  to  the  Government  under 
an  express  promise  that  the  identity  of  the 
source  would  be  held  In  confidence  or,  prior 
to  the  effective  date  of  this  section,  under  an 
implied  promise  that  the  Identity  of  the 
source  will  be  held  in  corxfidence." 

'Section  {k)(6)  of  the  Privacy  Act  pro¬ 
vides  that  the  head  of  an  agency  may  pro¬ 
mulgate  rules  exempting:  “Investigatory 
material  compiled  solely  for  the  purpose  of 
determining  suitability,  eligibility,  or  quali¬ 
fications  for  Federal  civilian  employment, 
mlUtary  service.  Federal  contracts,  or  access 
to  classified  information,  but  only  to  the  ex¬ 
tent  that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government 
under  an  express  promise  that  the  identity 
of  the  source  would  be  held  in  confidence,  or, 
prior  to  the  effective  date  of  this  section,  un¬ 
der  an  implied  promise  that  the  identity  of 
the  soiirce  would  be  held  in  confidence.” 


that  only  such  information  about  an  in¬ 
dividual  as  is  necessary  and  relevant  to 
a  required  purpose  of  the  Commission  is 
maintained  (5'U.S.C.  552a(e)(l)). 

The  Chairman  invited  interested  per¬ 
sons  to  submit  written  data,  views  or 
arguments  with  respect  to  the  proposed 
exenmtions  on  or  before  September  12, 
1975.  Only  one  comment  was  received, 
and  that  commentator,  focused  on  the 
timing  of  the  adoption  of  the  exemptions 
rather  than  their  substance. 

After  giving  consideration  to  the  com¬ 
ment  received,  the  Chairman  has  decided 
to  promulgate  the  exemptions,  with  only 
minor  clarifying  amendments,  substan¬ 
tially  as  they  were  proposed  in  40  FR 
33417-34418  (August  15,  1975).  There¬ 
fore.  the  Chairman  of  the  Securities  and 
Exchange  Commission,  with  the  concur¬ 
rence  of  the  Commission,  hereby  promul¬ 
gates  the  following  exemptions  from  the 
provisions  of  the  Privacy  Act. 

Exemptions  under  Section  (fc)  (2) .  Pur¬ 
suant  to  section  (k)  (2)  of  the  Privacy 
Act,  5  U.S.C.  552a(k)  (2) ,  the  following 
systems  of  records  that  are  maintained 
by  the  Commission  shall  be  exempt  from 
sections  (c)(3),  (d),  (e)(1),  (e)(4)  (G), 
(H)  and  (I) ,  and  (f )  of  the  Privacy  Act, 

5  U.S.C.  552a(c)(3),  (d),  (e)(1),  (e)(4) 
(G) ,  (H) ,  and  (I) .  and  (f ) ,  and  from  17 
CFR  200.303,  200.304,  and  200.306,  which 
are  the  rules  promulgated  by  the  Com¬ 
mission  to  implement  those  statutory 
provisions. 

(1)  Division  of  Enforcement  Investigative 
Working  Files; 

(2)  Securities  Violation  Records  aiul  Bulle¬ 
tin; 

(3)  Investigatory  Files — SEC: 

(4)  Division  of  Enforcement  Preliminary 
Market  Surveillance  Inquiries; 

(6)  Atlanta  Regional  Ofllce  General  Index 
of  Files  and  Atlfinta  Regional  (Dfflce  Inves¬ 
tigatory  Files; 

(6)  Boston  Regional  Office  Investigation 
Index  File  System  and  Boston  Regional  Office 
Investigatory  Flies; 

(7)  Chicago  Re^onal  Office  Index  Cards 
and  Chloc^  Regional  Office  Investigatory 
Hies; 

(8)  Cleveland  Branch  Office  Investigatory 
Hies  and  Cleveland  Branch  Office  Index 
Cards; 

(9)  Denver  Regional  Office  Cross-Reference 
Index  Cards  and  Denver  Regional  Office  In¬ 
vestigatory  Files; 

(10)  Detroit  Branch  Office  Investigatory 
Hies  and  Detroit  Branch  Office  Index 
Cards; 

(11)  Fort  Worth  Regional  Office  General 
Indices  and  Fort  Worth  Regional  Office  In¬ 
vestigatory  Hies; 

(12)  Houston  Branch  Office  General  In¬ 
dices  and  Houston  Branch  Office  Investiga¬ 
tory  Files; 

(13)  Los  Angeles  Regional  Office  Investiga¬ 
tive  Files; 

(14)  Miami  Branch  Office  General  Index 
of  FUes  and  Miami  Branch  Office  Investiga¬ 
tory  Hies; 

(16)  New  York  Regional  Office  Master  C€urd 
Index  and  New  York  Regional  Office  Investi¬ 
gatory  Files; 

(16)  New  York  Regional  Office  Index  of 
Complaints; 

(17)  Philadelphia  Branch  Office  Investiga¬ 
tory  Files; 

(18)  Saint  Louis  Branch  Office  Investiga¬ 
tive  Hies  and  Saint  Louis  Branch  Office  In¬ 
quiry,  Complaint  and  General  Reference 
FUes; 


FEDERAL  REGISTER,  VOL.  40,  NO.  1 86— WEDNESDAY,  SEPTEMBER  24,  1975 


RULES  AND  REGULATIONS 


44073 


(19)  Salt  Lake  City  Branch  Office  Cross- 
Reference  Index  Cards  and  Salt  Lake  City 
Branch  Office  Investigatory  Files; 

(20)  San  Francisco  Branch  OflSce  Investi¬ 
gatory  Files  and  San  Francisco  Branch  Office 
Regulation  A  Files; 

(21)  Seattle  Regional  Office  Master  Card 
Index  and  Related  Regulatory,  Investigatory, 
and  Legal  Files  Systems; 

(22)  Washington  Regional  Office  Investi¬ 
gatory  Files; 

(23)  Office  of  the  Oeneral  Counsel  Work¬ 
ing  Files; 

(24)  Office  of  the  Chief  Accountant  Work¬ 
ing  Files; 

(25)  Investigations  and  Actions  Index; 

(26)  Complaint  Processing  System; 

(27)  Investor  Service  Complaint  Index; 

(28)  Name-Relationship  Index  System; 

(29)  Rule  2(e)  of  the  Ccunmisslon’s  Rules 
of  Practice — Appearing  or  Practicing  Before 
the  Commission; 

(30)  Division  of  Enforcement  Liaison 
Working  Files. 

This  exemption  is  applicable  to  these 
systems  of  records  insofar  as  they  con¬ 
tain  investigatory  material  compiled  for 
law  enforcement  purposes.  If,  however, 
any  individual  is  denied  smy  light,  privi¬ 
lege,  or  benefit  that  he  would  otherwise 
be  entitled  by  Federal  law,  or  for  which 
he  otherwise  would  be  eligible,  as  a  result 
of  the  maintenance  of  such  material, 
such  material  will  be  provided  to  such 
individual  except  to  the  extent  that  the 
disclosure  of  such  material  would  reveal 
the  identity  of  a  source  who  furnished 
information  to  the  Government  under  an 
express  promise  that  the  identity  of  the 
source  would  be  held  in  confidence,  or 
prior  to  September  27,  1975,  xmder  an 
implied  promise  that  the  identity  of  the 
source  be  held  in  confidence. 

All  of  the  systems  of  records  listed 
above  may  include  investigatory  mate¬ 
rials  that  were  compiled  in  connection 
with  the  Commission’s  enforcement  re¬ 
sponsibilities  under  the  Federal  securi¬ 
ties  laws.  Such  material  may  consist  of 
unsolicited  and  often  unversifled  state¬ 
ments  concerning  individuals,  .informa¬ 
tion  received  from  confidential  sources, 
as  well  as  reports  from  Commission  in¬ 
vestigators  and  other  law  enforcement 
personnel.  The  Commission  believes  that 
the  dlsclosme  of  the  existence  of  such  in¬ 
formation  or  the  identity  of  sources  of 
information  would  seriously  undermine 
effective  enforcement  of  the  Federal  se¬ 
curities  laws  by  prematurely  alerting  in¬ 
dividuals  to  the  fact  that  they  are  xmder 
investigation  or  by  giving  them  access  to 
the  evidentiary  bases  for  a  Commission 
enforcement  action.  Even  after  enforce¬ 
ment  action  has  been  instituted,  disclo¬ 
sure  to  an  individual  of  all  Investigatory 
materials  could  seriously  hamper  the 
Commission’s  case  in  court  or  before  an 
administrative  law  judge.  Due  process 
and  the  rules  of  criminal  and  civil  dis¬ 
covery  mark  the  bounds  for  the  disclo¬ 
sure  of  investigatory  materials  during 
litigation. 

Similarly,  disclosure  of  the  accounting 
required  to  be  kept  by  section  (c)  (1)  of 
the  Privacy  Act,  5  U.S.C.  522a(c)(l), 
may  adversely  affect  law  enforcement 
efforts.  For  example,  an  individual  might 
discover  in  reviewing  an  accoimting  that 


records  pertaining  to  him  had  been  re¬ 
ferred  by  the  Commission  to  the  Depart¬ 
ment  of  Justice  for  consideration  of  pos¬ 
sible  criminal  prosecution.  The  individual 
may  flee  the  jxu'isdiction  or  otherwise 
take  some  action  to  interfere  with  or 
frustrate  a  criminal  proceeding. 

The  Commission  also  does  not  believe 
that  it  is  possible  to  cull  investigatory 
materials  compiled  for  law  enforcement 
purposes  to  retain  only  information  that 
is  necessary  or  relevant  to  the  Commis¬ 
sion’s  responsibilities  xmder  the  Federal 
secxurities  laws  or  an  Executive  Order. 
Often  a  great  amount  of  information  is 
gathered  dxiring  the  course  of  an  investi¬ 
gation  and  it  may  be  difficult,  if  not  im¬ 
possible.  to  determine  at  a  given  point  in 
time  wheUier  a  particular  item  of  infor¬ 
mation  is  necessary  and  relevant  to  the 
matter  under  investigation.  Even  after 
an  investigation  has  been  completed  and 
enforcement  action  concluded,  it  may  be 
important  to  retain  investigatory  ma¬ 
terials  Intact.  For  example,  in  cases 
where  the  Commission  obtains  an  in- 
jxmction  against  future  violations  of  the 
Federal  securities  laws  the  investigatwy 
file  compiled  in  the  Injunctive  action 
may  be  invaluable  in  preparing  a  futxire 
case  for  contempt  of  the  injxmctive  or¬ 
der  or  to  oppose  a  motion  to  vacate  the 
injxmction. 

PVir  the  foregoing  reasons  the  Commis¬ 
sion  finds  that  the  public  interest  in  ef¬ 
fective  enforcement  of  the  Federal  se¬ 
curities  laws  requires  that  the  investiga¬ 
tory  materials  that  are  contained  in  the 
systems  of  records  listed  above  be  ex¬ 
empted  from  sections  (c)  (3) ,  (d) ,  (e)  (1) , 
(e)(4)  (G),  (H)  and  (I),  and  (f)  of  the 
Privacy  Act,  5  U.S.C.  552a(c)(3),  (d), 

(e) (1),  (e)(4)  (G),  (H)  and  (I),  and 

(f)  and  17  CFR  200.303,  200.304,  and 
200.306. 

Exemptions  under  section  (fc)  (5) .  In 
addition  to  exemptions  described  above 
that  have  been  adopted  pxirsuant  to  sec¬ 
tion  (k)  (2)  of  the  Privacy  Act,  5  U.S.C. 
552a(k)  (2) ,  the  Commission  has  decided, 
pursuant  to  section  (k)  (5)  of  the  Pri¬ 
vacy  Act,  5  U.S.C.  552a(k)  (5) ,  to  exempt 
the  following  systems  of  records  from 
sections  (c)(3),  (d),  (e)(1),  (e)(4)  (G), 
(H) ,  and  (I) ,  and  (f )  of  the  Privacy  Act 
(H) ,  and  (I) ,  and  (f )  of  the  Privacy  Act, 
5  U.S.C.  552a(c)(3),  (d),  (e)(1),  (e)(4) 
(G),  (H),  and  (I),  and  (f)  and  17  CFR 
200.303,  200.304  and  200.306. 

1.  Office  of  Personnel  Code  of  Conduct  and 
Employee  Performance  Files. 

2.  Personnel  Security  Piles. 

This  exemption  is  applicable  only  inso¬ 
far  as  these  two  systems  of  records  con¬ 
tain  investigatory  material  compiled 
solely  for  the  purpose  of  determining  an 
individual’s  suitability,  eligibility,  or 
qxialiflcations  for  Federal  civilian  em¬ 
ployment  or  access  to  classified  informa¬ 
tion.  The  exemption  is  applicable,  how¬ 
ever,  only  to  toe  extent  that  the  dis¬ 
closure  of  such  investigatory  materials 
woxild  reveal  the  identity  of  a  source  who 
fxumished  information  to  toe  Govern¬ 
ment  xmder  an  express  promise  that  toe 
source’s  identity  woxQd  remain  confiden¬ 


tial  or,  prior  to  September  27, 1975,  under 
an  implied  promise  that  toe  source’s 
identity  would  be  held  in  confidence. 

The  flies  contain  investigatory  mate¬ 
rials  that  were  compiled  in  connection 
with  toe  initial  appointment  of  an  indi¬ 
vidual  to  the  Commission’s  staff,  as  well 
as  investigatory  materials  that  may  have 
been  compiled  in  connection  with  a  con¬ 
sideration  of  toe  individual’s  continued 
suitability  to  be  employed  by  toe  Com¬ 
mission.  These  investigatory  materials 
often  consist  of  toe  statements  of  confi¬ 
dential  sources,  as  well  as  reports  pre¬ 
pared  by  other  governmental  autoorities 
that  contain  information  from  such 
sources.  In  toe  Commission’s  view,  toe 
disclosure  of  toe  names  of  persons  who, 
in  confidence,  gave  toe  Commission  in¬ 
formation  that  bears  on  toe  qualifica¬ 
tions  and  suitability  of  indlvldxials  who 
are  seeking  employment  or  are  employed 
by  toe  Commission  could  discourage  toe 
flow  of  such  information  to  toe  Commis¬ 
sion.  The  Commission  is  committed  to 
maintaining  toe  high  quality  of  its  staff. 
Particxilarly  since  toe  Commission  regu¬ 
lates  toe  most  vital  mechanism  of  the 
nation’s  economy,  the  integrity  of  Its 
staff  must  be  beyond  question.  It  is  for 
this  reason  that  toe  Commission  believes 
it  is  essential  to  exempt  the  two  systems 
of  records  listed  above  from  sections  (c) 
(3),  (d),  (e)(1),  (e)(4)  (G),  (H),  and 
(I) ,  and  (f )  of  toe  Privacy  Act,  5  U.S.C. 
552a  (c)(3),  (d),  (e)(1),  (e)(4)  (G), 

(H)  ,  and  (I) ,  and  (f )  and  17  CFR  200.- 
303,  200.304  and  200.306. 

Section  (k)  of  toe  Privacy  Act,  5 
U.S.C.  552a(k)  provides  that  any  exemp¬ 
tions  adopted  by  the  Commission  shall  be 
adopted  in  accordance  with  sections  4(a) 

(I) ,  (a)(2),  and  (a)(3),  4(b)  and  4(d) 
of  the  Administrative  Procedure  Act,  as 
codified,  5  U.S.C.  553(b)  (1),  (2),  and 
(3),  (c)  mid  (e).  The  Commission  has 
complied  fully  with  these  requirements. 
Section  (k)  of  toe  Privacy  Act,  5  U.S.C. 
552(k) ,  does  not  make  applicable  sectimi 
4(c)  of  the  Administrative  Procedure 
Act,  as  codified,  5  U.S.C.  553(d),  which 
provides,  with  some  exceptions,  that 
substantive  niles  shall  become  effective 
thirty  days  after  their  adoption.  Even  if 
section  4(c)  were  nevertheless  deemed 
to  be  applicable,  the  Commission  finds 
that  since  (1)  interested  persons  have 
had  an  ample  opportxmity  to  comment 
on  toe  proposed  exemptions  and  toe  only 
comment  received  did  not  relate  to  toe 
substance  of  toe  exemptions;  (2)  toe 
changes  made  in  toe  exemptions  as 
adopted  are  insubstantial,  and  (3)  toe 
Privacy  Act  becomes  effective  on  Sep¬ 
tember  27,  1975,  good  caxise  exists  for 
declaring  the  foregoing  exemptions  ef¬ 
fective  as  of  September  27, 1975. 

The  text  of  toe  exemptions  is  as 
follows: 

Subpart  H — Examptions  From  Provisions  of  tho 

Privacy  Act  for  Systams  of  Racords  That  Ara 

Maintained  by  the  Securities  and  Exchange 

Commission 

Sec. 

200612  Specific  exemptions. 

AxrrHORiTT:  Pub.  L.  93-679,  sec.  k,  5  U.S.C. 
552a(k) . 
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§  200.312  Specific  exemptions. 

Pursuant  to  section  (k)  of  the  Privacy 
Act  of  1974,  the  Chairman  of  the  Securi¬ 
ties  and  Exchange  Commission,  with  the 
concurrence  of  the  Commission,  has 
deemed  it  necessary  to  pranulgate  the 
following  exemptions  to  specified  provi¬ 
sions  of  the  Privacy  Act: 

(a)  Pursuant  to,  and  limited  by  5 
U.S.C.  552a(k)  (2) ,  the  following  systems 
of  records  maintained  by  the  Commis¬ 
sion  shall  be  exempted  from  5  U.S.C. 
552a(c)(3),  (d),  (e)(1).  (e)(4)  (G), 

(H) .  and  (I),  and  (f)  and  17  CPR 
200.303,  200.304,  and  200.306,  insofar  as 
they  contain  investigatory  materials 
compiled  for  law  enforcement  purposes; 

(I)  Division  of  Enforcement  Investiga¬ 
tive  Working  Piles ;  (2)  Securities  Viola¬ 
tion  Records  and  Bulletin;  (3)  Investi¬ 
gatory  Piles — SEC:  (4)  Division  of  En¬ 
forcement  Preliminary  Market  Siuweil- 
lance  Inquiries;  (5)  Atlanta  Regional 
Office  General  Index  of  Piles  and  Atlanta 
Regional  Office  Investigatory  Piles;  (6) 
Boston  Regional  Office  Investigation 
Index  Pile  System  and  Boston  Regional 
Qffice  Investigatory  Piles;  (7)  Chi¬ 
cago  Regional  Office  Index  Cards  and 
Chicago  Regional  Office  Investigatory 
Piles;  (8)  Cleveland  Branch  Office 
Investigatory  Files  and  Cleveland 
Branch  Office  Index  Cards;  (9)  Den¬ 
ver  Regional  Office  Cross-Refer¬ 
ence  Index  Cards  and  Denver  Regional 
Office  Investigatory  Files;  (10)  Detroit 


Branch  Office  Investigatory  Files  and 
Detroit  Branch  Office  Index  Cards;  (11) 
Fort  Worth  Regional  Office  General 
Indices  and  Fort  Worth  Regional  Office 
Investigatory  Files;  (12)  Houston 
Branch  Office  General  Indices  and  Hous¬ 
ton  Branch  Office  Investigatory  Files; 
(13)  Los  Angeles  Regional  Office  Investi¬ 
gative  Files;  (14)  Miami  Branch  Office 
General  Index  of  Files  and  Miami 
Branch  Office  Investigatory  Files; 
(15)  New  York  Regional  Office  Master 
Card  Index  and  New  York  Re¬ 
gional  Office  Investigatory  Files;  (16) 
New  York  Regional  Office  Index  of  Oom- 
plEdnts;  (17)  Philadelphia  Branch  Office 
Investigatory  Files;  (18)  Saint  Louis 
Branch  Office  Investigative  Files  and 
Saint  Lofiis  Branch  Office  Inquiry,  Com¬ 
plaint  and  General  Reference  Files;  (19) 
Salt  Lake  City  Branch  Office  Cross-Ref¬ 
erence  Index  Cards  and  Salt  Lake  City 
Branch  Office  Investigatory  Files;  (20) 
San  Francisco  Branch  Office  Investiga¬ 
tive  Files  and  San  Francisco  Branch 
Office  Regulation  A  Files;  (21)  Seattle 
Regional  Office  Master  Card  Index  and 
Related  Regulatory,  Investigatory,  and 
Legal  Files  Systems;  (22)  Washington 
Regional  Office  Investigatory  Files;  (23) 
Office  of  the  General  CXmnsel  Working 
Files;  (24)  Office  of  the  Chief  Account¬ 
ant  Working  Files;  (25)  Investigatlmis 
and  Actions  Index;  (26)  Complaint 
Processing  System;  (27)  Investor  Serv¬ 
ice  complaint  Index;  (28)  Name-Rela¬ 


tionship  Index  System;  (29)  Rule  2(e) 
of  the  Commission’s  Rules  of  Practice — 
Appearing  or  Practicing  Before  the  Cwn- 
mission;  (30)  Division  of  Enforcement 
Liaison  Working  Piles. 

(b)  Pursuant  to  5  U.S.C.  552a(k)  (5) , 
the  systems  of  records  containing  the 
Commission’s  (1)  Office  of  Personnel 
Code  of  Conduct  and  Employee  Perform¬ 
ance  Piles  and  (2)  Personnel  Security 
Piles  shall  be  exempt  from  Sections  (c) 
(3),  (d),  (e)(1).  (e)(4)  (G),  (H),  and 
(I) ,  and  (f )  of  the  Privacy  Act,  5  U.S.C. 
552a(c)(3),  (d).  (e)(1),  (e)(4)  (G). 
(H),  and  (I),  and  (f),  and  17  CFR 
200.303,  200.304,  and  200.306  insofar  as 
they  contain  investigatory  material  com¬ 
piled  to  determine  an  individual’s  suita¬ 
bility,  eligibility,  and  qualifications  for 
Federal  civilian  employment  or  access  to 
classified  information,  but  only  to  the 
extent  that  the  disclosure  of  such  mate¬ 
rial  would  reveal  the  identity  of  a  source 
who  furnished  information  to  the  Gov¬ 
ernment  under  an  express  promise  that 
the  identity  of  the  source  would  be  held 
in  confidence,  or,  prior  to  September  27, 
1975,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  In 
confidence. 

By  the  Commission. 

[sxALl  Gxorgx  a.  Fitzsimmons, 
Secretary. 

SZPTXMBXR  19.  1978. 

(FB  DOC.7S-2644S  Filed  9-38-75:8:46  am] 
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DEPARTMENT  OF  TRANSPORTATION 

Office  of  the  Secretary 
PRIVACY  ACT  OF  1974 
Addendum  Notice  of  Systems  (d  Records 

This  addendum  supplements  the  Department  of  Transportation 
notice  of  systems  of  records  published  in  the  Federal  Register 
dated  August  27,  197S.  Five  systems  not  published  in  the  latter  are 
herewith  published  and  a  new  paragrapgh  is  added  to  the  prefatory 
statement  defining  general  routine  uses.  The  five  systems  not  previ¬ 
ously  published  may  be  found  under  the  identifiers:  DOT/NHTSA 
453  ,  454,  455  ,  456,  and  457.  Any  person  may  submit  written  com¬ 
ments  on  the  five  systems  and  the  paragraph  added  by  this  ad¬ 
dendum,  to  the  Ihivacy  Act  Working  Group  (STOP  330),  Room 
10317,  U.S.  Department  of  Transportation,  400  Seventh  Street, 
SW.,  Washington,  DC  20590.  All  comments  must  be  received  on  or 
before  October  24,  1975. 

Minor  corrections  and  modifications  to  systems  notices  contained 
in  the  August  27,  1975,  publication  are  ^so  included  in  this  ad¬ 
dendum.  These  corrections  and  modifications  do  not  change  the 
general  character  or  purpose  of  any  previously  described  system. 

Effective  date.  This  addendum  notice  shall  be  effective  on  Sep¬ 
tember  24,  1975. 

Dated: 

William  T.  Coleman,  Jr., 
Secretary  of  Transportation. 

DEPARTMENT  OF  TRANSPORTATION 
The  following  listing  corrects  the  publication  of  the  Department 
of  Transportation  listing  of  systems  of  records  in  the  Federal  Re¬ 
gister,  Part  II  Section  2,  dated  August  27,  1975.  Notices  which  did 
not  require  significant  correction  are  not  republished  in  this  listing. 
NOTICE  OF  SYSTEMS  OF  RECORDS 

The  identification  of  the  operating  unit  or  units  within  the  De¬ 
partment  to  which  the  particular  system  of  records  pertains  appears 
as  ‘DOT/’  followed  by  a  designating  abbreviation.  The  ab^evia- 
tions  and  their  meanings  are  as  follows: 

OST  -  Office  of  tbe  Secretary  of  Transportation 
CG  -  United  States  Coast  Guard 
FAA  -  Federal  Aviation  Administration 
FHWA  -  Federal  Highway  Administration 
FRA  -  Federal  Railroad  Administration 
NHTSA  -  National  Highway  Traffic  Safety  Administratiim 
SLS  -  Saint  Lawrence  Seaway  Development  Corporation 
TSC  -  Transportation  Systems  Center 
UMTA  -  Urban  Mass  Transportation  Administration 
PREFATORY  STATEMENT  OF  GENERAL 
ROUTINE  USES 

The  following  routine  uses  apply  to,  and  are  incorporated  by 
reference  into,  each  system  of  recoils  set  forth  below. 

1.  In  the  event  that  a  system  of  records  maintained  by  the  De- 
pmtment  to  carry  out  its  functions  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  ch^ed  with  the  responsibility  of  in¬ 
vestigation  or  prosecuting  such  violation  or  charged  with  erdorcing 
or  implementing  the  statute,  or  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal,  state  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses  if  necessary  to  obtain 
information  relevant  to  a  Department  decision  concerning  the  hiring 
or  retention  of  an  employee,  the  issuance  of  a  security  clearance, 
the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  employee,  the  issuance  of 
a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting  agency,  to  the  extent  that  the  in¬ 
formation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  the  matter. 


4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  includii^  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 

5.  The  information  contained  in  this  system  of  records  will  be 
disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB  Cir¬ 
cular  No.  A- 19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forUi  in  that  Circular. 

APPENDIX  I 

LOCATION  OF  CG  DISTRICTS  AND  HEADQUARTERS 
UNITS. 

1.  COMMANDER 

1st  Coast  Guard  District 
150  Causeway  Street 
Boston,  MA  021 14 

2.  COMMANDER 

2nd  Coast  Guard  District 
Federal  Building 
1520  Market  Street 
St.  Louis,  MO  63103 

3.  COMMANDER 

3rd  Coast  Guard  District 
Governors  Island 
New  York,  NY  10004 

4.  COMMANDER 

5th  Coast  Gu-rd  District 
Federal  Building 
431  Crawford  Street 
Portsmouth,  VA  23705 

5.  COMMANDER 

7th  Coast  Guard  District 
51  S.W.  1st  Ave. 

Miami,  FL  33130 

6.  COMMANDER 

8th  Coast  Guard  District 

Customhouse 

New  Orieans,  LA  70130 

7.  COMMANDER 

9th  Coast  Guard  District 
1240  East  9th  St. 

Cleveland,  OH  44199 

8.  COMMANDER 

11th  Coast  Guard  District 
Heartwell  Bldg 
19  Pine  Ave 
Long  Beach,  CA  90802 

9.  COMMANDER 

12th  Coast  Guard  EMstrict 
630  Sansome  St. 

San  Francisco,  CA  94126 

10.  COMMANDER 

13th  Coast  Guard  District 
Federal  Bldg 
915  Second  Ave. 

SeatUe,  WA  98174 

11.  COMMANDER 

14th  Coast  Guard  District 
P.O.  Box  48 

FPO  San  Francisco,  CA  96610 

12.  COMMANDER 

17th  Coast  Guard  District 
FPO  Se-tUe,  CA  98771 

13.  COMMANDER 

U  S.  COAST  GUARD  ACAdemy 
New  London,  CT  06320 

14.  COMMANDING  OFHCER 
U  S.  COAST  GUARD  YARD 
Curtis  Bay, 

Baltimore,  MD  21225 

15.  COMMANDING  OFHCER 
US  COAST  GUARD 
TRAINING  CENTER 
Governors  Island 

New  York,  NY  10004 

16.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Training  Center 
Cape  May,  NJ  08204 

17.  COMMANDING  OEHCER 
U.S.  Coast  Guard  Training  Center 
Government  Island 
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Alemeda,  CA  94501 

18.  COMMANDING  OFFICER 
U.S.  Coast  Guard 

Supply  Center 
830  3rd  Ave 

Brooklyn,  NY  11232  • 

19.  COMMANDING  OFFICER 

U.S.  COAST  GUARD  INSTITUTE 
P.O.  Substation  18 
Oklahoma  City,  OK  73169 

20.  COMMANDING  OFFICER 
U.S  COAST  GUARD 

AIRCRAFT  REPAIR  &  SUPPLY  CENTER 
Elizebeth  City,  NC  27909 

21.  COMMANDING  OFFICER 
U.S.  Coast  Guard  Aviation 
Training  Center 

Mobile,  AL  36608 

22.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  RADIO 
STATION  NHM) 

7223  Telegraph  Rd. 

Alexandria,  VA  22310 

23.  COMMANDING  OFFICER 
U.S.  COAST  GUARD  RESERVE 
TRAINING  CENTER 
Yorktown,  VA  23490 

24.  OFFICER  IN  CHARGE 
RECORD  DEPOT 

U.S.  Coast  Guard  Air  Station 
EUzebeth  City,  NC  27909 

25.  COMMANDER,  COAST  GUARD 
ACnVITIES,  EUROPE 
London 

Box  50 

FPO  New  York,  NY  09510 
*  26.  COMMANDING  OFRCER 
U.S.  COAST  GUARD 
TRAINING  CENTER 
Petaluma,  CA  94952 

27.  COMMANDER 

U.S.  COAST  GUARD  AIR  BASE 
Elizebeth  City,  NC  27909 

28.  COMMANDING  OFFICER 
U.S.  COAST  GUARD 
ELECTRONICS  ENGINEERING 
rPNTFR 

WUdwood,  NJ  08260 

29.  COMMANDING  OFFICER 
RESEARCH  &  DEVELOPMENT  CENTER 
Avery  Point 

Groton,  CT  06340 

30.  COMMANDING  OFFICER 

U.S.  COAST  GUARD  OCEANOGRAPHIC  UNIT 
Building  159E,  Navy  Yard  Annex 
Washington,  D.C.,  20590 

DOT/CG507 

System  name:  Coast  Guard  Supplement  to  the  Manual  of  Courts 
Martial  Investigations  DOT/CG 

System  location:  Commandant  (G-L)  U.S.  Coast  Guard  Washing¬ 
ton,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Military  and 
civilian  employees  of  the  Coast  Guard  and  oUier  individuals  who 
may  be  involved  in  any  Coast  Guard  investigation 
Categories  of  records  in  the  system:  Investigations  into  injuries  to 
Coast  Guard  personnel,  mishaps  involv^  vessels,  aircraft  and 
vehicles:  incidents  involving  fires,  explosions,  for  loss  or  destruc¬ 
tion  of  classified  material:  and  circumstances  involving  equipment 
failures  and  property  damage,  loss,  or  destruction. 

Routine  uses  of  records  maintained  in  the  system,  inclwUng  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  authorized  Coast 
Guard  i^rsonnel  in  connection  with  the  performance  of  their  offi¬ 
cial  duties  which  include,  but  are  not  limited  to.  Accident  preven¬ 
tion,  payment  of  disability  benefits,  and  for  improvement  of  inter¬ 
nal  Coast  Guard  procedures  and  practices.  Reports  are  used  in  con¬ 
nection  with  the  resolution  of  claims  against  the  Coast  Guard  as 
well  as  claims  asserted  by  the  govenunent  Reports  are  transmitted 
to  the  Veterans  Administration  to  assist  that  agency  in  determining 
entitlement  to  benefits  administered  by  it. 


See  Prefatory  Statentent  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  storage  cabinets  in  division  files 
for  two  years  and  then  forwarded  fo  Federal  Records  Depository 
Retrievability:  Card  index  maintained  permitting  access  to  in¬ 
dividual  investigations  by  listing  identifiable  data  such  as  name  of 
person,  vessel  or  other  facility  involved  in  investigation. 

Safeguards:  Authorized  personnel  are  granted  access  to  these 
records  in  connection  with  the  performance  of  their  officisd  duties. 
Records  disclosed  to  members  of  the  public  under  Ae  provisions  of 
the  FOIA.  These  requests  are  considered  on  a  case  by  case  basis. 

Retention  and  disposal:  Records  maintained  in  division  files  for 
two  years  and  then  forwarded  to  Federal  Records  Depository 
System  manageifs)  and  address:  Chief  Counsel,  U.S.  COast  Guard 
Headquarters,  Washington,  D.C.  20590. 

Notification  procedure:  Conunandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  All  individuals  whose  conduct  is  the 
subject  of  these  investigations  are  designated  at  the  outset  as 
parties  to  these  investigations  and  accorded  their  ri^ts  as  such. 
Following  completion  of  the  investigative  reports  parties  will  be 
provided  with  copies  upotn  request.  At  all  subsequent  times  parties 
may  have  access  to  the  investigative  records  by  writing  Conunan¬ 
dant  (G-CMA),  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  4(X)  7th  Street,  S.W.  Washington,  D.C.  20590  or  the 
local  unit  to  which  assigned.  Proof  of  identity  may  be  required 
prior  to  release  of  records.  A  military  identification,  drivers  license 
or  similiar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  A  party  has  the  right  to  make  argu¬ 
ment  and/or  submit  statements  on  his  own  behalf  during  the  course 
of  an  investigation  or  subsequent  to  its  conclusion.  Write  or  visit 
locations  as  indicated  in  Record  Access  Procedure. 

Retard  source  categories:  Coast  Guard  investigating  officers,  mili¬ 
tary  and  civilian  personnel. 

DOT/CG  508 

System  name:  Claims  and  Litigation  DOT/CG 
System  location:  Commandant  (G-L)  U.S.  Coast  Guard  Washing¬ 
ton,  D.C.  20590 

Categorim  of  individuals  covered  by  the  ^stem:  Individuals,  cor¬ 
porations,  insurance  companies,  estate  administrators 
Categories  of  records  in  the  system:  Suits  and  claims  for  and 
against  the  Coast  Chiard 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  cognizant  Coast 
Guard  persoimel,  and  attorneys  handling  cases  For  review  purposes 
and  determination  as  to  the  validity  of  daims. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  Cabinets 

Retrievability:  Two  card  index  files,  one  alphabetic  and  one  nu¬ 
meric,  maintained  for  cross  reference: 

Safeguards:  Coast  Guard  and  civilian  employees  of  Claims  and 
Litigation  Division  granted  in  connection  with  official  duties. 

Retention  and  disposal:  Records  maintained  for  five  years  and 
then  forwarded  to  the  Federal  Records  Center.  Card  index  files 
retained  indefinitely. 

System  managerfs)  and  address:  Office  of  (Thief  Counsel,  U.S. 
Coast  Guard  Headquarters,  Washington,  D.C.  20590 
Notification  procedure:  Commandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  4(X)  7th  Street,  S.W.  Washington,  D.C.,  20590.  Proof 
of  identity  may  be  required  prior  to  affor^ng  access  to  records  a 
military  identification  card;  a  drivers  licenses  or  similiar  document 
will  be  considered  suitable  identification. 

Contesting  iword  procedures:  Same  as  Record  Access  Procedure. 

-  Record  source  categories:  Information  obtained  from  Coast  Guard 
military  and  civilian  personnel,  members  of  the  public,  and  Coast 
Guard  investigating  officers. 
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DOT/CG  510 

System  name:  Records  of  trial:  Special, .  General  and  Summary 
Courts-Martial  DOT/CG 

System  location:  Commandant  (G-L)  U.S.  Coast  Guard  Washing¬ 
ton,  D.C.  20590 

Calories  of  individuals  covered  by  the  system:  Any  individual 
who  is  tried  by  court  martial  in  the  Coast  Guard 
Categories  of  records  in  the  system:  Records  of  trial 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  are  public  records 
available  to  anyone. 

Review 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainii^, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  File  Cabinets. 

Retrievability:  Filed  alphabetically  by  name  of  individual 
Safeguards:  Maintained  in  file  cabinets  in  building  with  limited 
access  during  non-working  hours  and  with  roving  security  patrol. 

Retention  and  disposal:  Retained  permanently.  Maintained  for  two 
years,  on  system  manager  and  then  transferred  to  Federal  Records 
Center 

System  managerfs)  end  address:  Chief  Counsel,  U.S.  COast  Guard 
Headquarters,  Washington  D.C.  20590. 

Notification  procedure:  Conunandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters,  Washington  D.C.  20590 
Record  access  procedures:  Procedures  may  be  obtained  by  writing 
to  Commandant  (G-CMA)  at  address  above  or  by  visiting  U.S. 
Coast  Guard  Headquarters,  400  7th  Street,  S.W.,  Washington,  D.C. 
Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Trial  proceedings  and  subsequent  statu¬ 
tory  reviews  -  court  of  military  review,  court  of  milit^  £q>peals 
and  Chief  Counsel  of  the  Coast  Guard. 

DOT/CG  511 

System  name:  Legal  Assistance  Case  File  System.  DOT/CXj 
System  location:  Commandant  (G-L)  U.S.  Coast  Guard  Headquar¬ 
ters,  COast  GUard  district  legal  offices;  or  legal  offices,  USCG 
units.  See  appendix  I  for  addresses. 

Categories  of  individuals  covered  by  the  system:  CHients  of  officers 
assignM  to  render  legal  assistance  regarding  the  personal  affairs  of 
Coast  Guard  military  members. 

Categories  of  records  in  the  system:  Records  contain  information 
concerning  the  matters  handled  by  these  crfficer  for  clients. 

Routine  uses  of  records  maintained  in  the  qrstem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  llie  information  used  on 
behalf  of  client  in  providing  legal  assistance.  These  records  are  also 
used  to  prepare  statistical  reports  concerning  a  legal  officer’s  time 
utilization. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Normally,  written  records  kept  in  file  fdders. 
Retrievability:  Alphabetical  indexes  by  name  of  member 
Safeguards:  Kept  in  office  space  or  filing  cabinets  which  are  nor¬ 
mally  locked  dunng  non-workmg  hours.  Building  patrolled  by  rov¬ 
ing  security  guards  after  duty  hours. 

Retention  and  disposal:  Records  retained  as  long  as  needed  to 
serve  client  or  as  long  as  deemed  necessary  by  the  legal  officer. 
Disposal  is  by  whatever  means  considered  appropriate  by  the  legal 
officer,  depending  on  the  contents  of  the  record  involved. 

System  manager(s)  and  address:  Chief  Counsel,  U.S.  COast  Guard 
Headquarters,  Washington,  D.C.  20590  or  district  or  unit  legal  of¬ 
fices 

Notification  procedure:  Requests  for  determination  whether  this 
system  contains  records  concerning  an  individual  should  be  made  in 
writing  to:  Conunandant  (G-CMA)  U.S.  Coast  Guard  Headquarters, 
Washington,  D.C.  20590 

Record  access  procedures:  These  records  are  available  in  the  Of¬ 
fice  of  Chief  Counsel  at  Coast  Guard  Headquarters  or  within  the 
legal  offices  in  the  various  Coast  Guard  districts  or  units-  depend¬ 
ing  where  legal  assistance  was  rendered.  A  military  identification 
card  or  other  comparable  identification  will  be  required  to  be 
shown  by  persons  seeking  access  to  their  legal  assistance  records. 


Contesting  record  procedures:  The  agency’s  rules  for  contesting 
the  contents  of  these  records  or  for  appealing  initial  determinations 
by  the  custodian  therof  not  to  disclose  any  part  of  these  records 
shall  be  controlling.  These  rules  may  be  obtained  by  writing:  Com¬ 
mandant  (G-CMA)  at  the  address  listed  in  Notification  Proc^ure. 

Record  source  categories:  Information  in  this  record  system  is  ob¬ 
tain^  from  the  client  involved  nd  as  a  result  of  any  subsequent  in¬ 
vestigation  by  the  legal  officer  on  behalf  of  the  client. 

DOT/CG  516 

System  name:  Coast  Guard  Military  Discrimination  Complaints. 

DOT/CG 
System  location: 

Commandant  (G-H)  U.S.  Coast  Guard 

Washington,  DC  20590 

Each  District  Office  and  Headquarter  Unit-Addresses  in 

Appendix  1 

Categories  of  individuals  covered  by  the  system:  Coast  Guard  Mili¬ 
tary  Personnel 

Cate^ries  of  records  in  the  sfystem:  Files  contain  discrimination 
complaints  filed  by  Coast  Guard  military  personnel  or  their 
representatives  and  correspondence  resulting  therefrom. 

Routine  uses  of  records  maintained  in  the  system,  inciuding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Department  of  Transpor¬ 
tation,  Office  of  CivU  Rights  -  used  for  investigations  comph^ts 
and  arriving  at  decisions  for  resolution  of  complaints.  Coast  Guard 
Headquarters  Military  Personnel  Office  -  used  for  information  in 
making  personnel  administration  decisions.  Coast  Guard  Headqar- 
ters  Commandant,  Vice  Commandant,  Congressional  Liaison  -  used 
to  answer  correspondence  being  sent  to  Congressional  representa¬ 
tives,  federal  and  state  officials,  and  nationally  rec(%nized  or¬ 
ganizations  who  are  representing  the  individual.  Coast  Guard 
Headquarters,  Office  of  Civil  Rights  and  the  Military  Equal  Oppor¬ 
tunity  Division  -  used  to  take  care  of  discrimination  complaints  and 
the  correspondence  precipitated  therefrom  and  maintain  a  file  on  it. 
All  Coast  Guard  commands  used  to  bring  a  complaint  to  a  satisfac¬ 
tory  conclusion,  where  possible. 

See  Prefatory  Statement  of  Geneneral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieviog,  accessing,  retafaUng, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  kept  in  file  cabinets. 

Retrievability:  System  is  kept  by  alphabetical  file,  service  number 
and/or  social  security  number,  rank/rate,  and  Coast  Guard  unit. 

Safeguards:  During  normal  working  hours  access  to  records  is 
controlled  by  office  personnel,  during  non-working  hours  the  build¬ 
ing  is  guard^  by  a  roving  security  patrol. 

Retention  and  disposal:  Files  are  kept  permanently. 

System  manager(s)  and  address:  (Thief,  Office  of  Civil  Rights, 
U.S.  Coast  Guard  Headquarters,  Washington,  DC  20590 

Notification  procedure:  Commandant  (G-(TMA) 

U.S.  Coast  Guard  Headqi^ers,  Washington,  DC  20590. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  address  above  or  by  visiting  Coast  Guard 
Headquarters,  4(X)  7th  St.  SW,  Washmgton,  DC  or  the  local  office 
where  the  record  is  filed.  Prior  written  notification  of  personal 
visits  is  required  to  insure  that  the  records  will  be  availal^  at  the 
time  of  visit.  Proof  of  identity  will  be  required  prior  to  affording 
access  to  records.  A  milita^  identification,  dnver’s  license  or 
similar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  record  access  procedures. 

Record  source  categories:  From  individuals  of  their  representa¬ 
tives  submitting  complaints  congressional  correspondence;  person¬ 
nel  service  records;  Coast  Guard  Headquarters  and  Coast  Guard 
units  correspondence;  individuals  and  organizations  volunteering  in¬ 
formation  pertinent  ot  complaints. 

DOT/CG  526 

System  name:  Adjudication  and  Settlement  of  Claims  System 
DOT/CG 

System  location: 

Commandant  (G-FP) 

U.S.  Coast  Guard 
Washington,  D.C.  20590 

District  and  Headquarters  Units  -  See  Appendix  I  for  locations 
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Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members;  reserve  military  members;  retired  military  members; 
and  civilian  employees 

Categories  of  records  in  the  system:  Claims  arising  out  of  disputes 
concerning  amounts  of  pay  received. 

Routine  uses  of  records  maintained  in  the  system,  including  calo¬ 
rics  of  users  and  the  purposes  of  such  uses:  To  reach  a  final  decision 
as  to  entitlements  of  claimants;  to  use  as  precedential  data  in  the 
resolution  of  similar  questions  in  the  future.  Used  by  authorized 
Coast  Guard  Officials  and  Officials  of  the  IRS,  GAO,  and  the  CivU 
Service  Commission,  as  required. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  manually  in  file  folders. 

Retrievability:  Claims  in  the  file  are  filed  and  retrieved  by  clai¬ 
mant  name. 

Safeguards:  Access  is  limited  to  Authorized  Officials  by  screen¬ 
ing  of  personnel.  Maintained  in  Government  building  having  roving 
security  guards  after  duty  hours. 

Retenthm  and  di^msal:  After  adjudication  and  settlement,  most 
submissions  are  disposed  of.  A  limited  number  of  such  submissions 
are  retained  for  precedential  value,  as  required. 

Systan  numagerfs)  and  address:  Chief,  Office  of  Comptre^r, 
U.S.  Coast  Guanl 

Washington  D.C.,  20590 

Nodfication  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Conunandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.  Washi^ton,  D.C.,  or  the 
local  Coast  Guard  District  or  Unit  administrative  officer  for  the 
area  in  which  an  individual’s  duty  station  is  located.  Proof  of 
identity  will  be  required  prior  to  affording  an  individual  access  to 
records.  A  military  identification  card,  a  driver’s  license,  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Sources  include:  the  individual,  CG 
payroll  offices,  legal  staff,  investigators.  Office  of  Personnel, 
Comptrdler  Genenu  (GAO)  and  congressional  correspondence. 

DOT/CG  527 

System  name:  Allotment  System  (Military)  DOT/CG  Commandant 
(G-FP) 

System  location:  U.S.  Coast  Guard  Washington,  D.C.  20590  Dis¬ 
trict  and  Headquarters  Unit  see  A|^ndix  I  for  kx^tion. 

Categories  of  individuals  covered  by  the  system:  Active  Duty  Mili¬ 
tary  Members  Retired  Military  Members 
Categories  of  records  in  the  system:  Allotment  deductions  from 
active  duty  military  pay  and  retii^  military  pay. 

Routine  uses  of  records  maintained  in  die  system,  faKludii^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Authorized  Per¬ 
sonnel  to  Prepare  tapes  and  vouchers  for  cutting  checks  for  sub¬ 
mission  to:  banks  CG  Welfare  charity  organizations  Credit  Union, 
depei^nts  or  other  instituition  as  authorized  by  individuals  ac¬ 
counting  for  funds  expended.  Transaction  report  monthly  to  all 
authorized  certifying  officers. 

See  Prefatory  Statement  of  General  Routine  Uses. . 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Main  records  are  maintained  on  microfflm,  others  are 
filed  manually  in  file  folders. 

Retrievidiility:  Microfilm  records  are  indexed  by  alpha/SSN,  file 
folders  by  ACO  number  and  al[^.  Retreived  by  Name/Number 
Retention  and  disposal:  Files  are  maintained  until  individual  is 
dischaiged  from  service.  Records  are  then  shiiqied  to  a  Federal 
Records  Center. 

System  managnfs)  and  address:  Chief,  Office  of  Comptndler. 
U.S.  Coast  Guard  Washington,  D.C.  20590. 

Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters.  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individual. 


Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.,  Washington,  D.C.  or  the 
local  Coast  Guard  District  or  unit  for  ^e  area  in  which  an  in¬ 
dividual’s  duty  station  is  located.  Proof  of  identity  will  be  requird 
prior  to  affording  an  individual  access  to  records.  A  military 
identificaticMi  card,  a  driver’s  license,  or  similar  document  will  be 
considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure 
Record  source  categories:  Sources  include:  the  individual.  Field 
Payroll  Offices  and  Headquarters  Payroll  Office. 

DOT/CG  528 

System  name:  Centralized  Reserve  Pay  and  Retirement  System 
DOT/CG 

System  location:  Commandant  (G-FP)  U.S.  Coast  Guard  District 
and  Headquarters  Units.  See  Appendix  for  locations. 

Categories  of  in^viduals  covered  by  the  system:  USCG  Reserve 
Members 

Categorim  of  records  in  the  system:  Master  Pay  and  Retirement 
Point  Credits  Record  Master  Personnel  Data  Accounting  Record 
Routine  uses  of  records  nudatained  in  the  system,  including  catego¬ 
ries  of  users  and  the  punxMes  of  such  uses:  Used  to  prepare  monthly 
payrcdl  and  all  associated  listings;  used  in  the  preparation  of 
bud^ts,  for  accounting  purposes,  pay  and  points,  and  in  the  com¬ 
pilation  of  data,  permanent  pay  and  points  records  (retirement 
data);  W-2  wage  and  federal  tax  reporting;  and  to  report  earnings  to 
state  and  city  taxing  authorities.  Used  by  authorized  Coast  Guard, 
IRS,  GAO,  and  other  Agency  Officials  as  required. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policks  und  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Sto^e:  Microfilm  of  payroll  retained  in  Reserve  Pay  Branch  & 
Districts.  Records  are  filed  manually  in  filing  cabinet. 

Retrievability:  Records  are  indexed  alphabetically  by  name  of 
Reservist  and  CG  Unit  Number.  Records  are  retrieved  by 
name/number. 

Safeguard:  Access  is  limited  to  user  staff  members.  Stored  in 
seciu^  building  after  duty  hours. 

Retention  and  disposal:  Microfilm  and  records  are  retained  until 
member  is  dischaiged  or  retired.  Three  years  subsequent  to  retire¬ 
ment  or  discharge,  records  are  transferred  to  a  Federal  Records 
Center. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
U.S.  Coast  Guard,  Washin^n,  D.C.  20590. 

Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individum. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.  Washin^on  D.C.,  or  the 
local  Coast  Guard  District  or  Unit  administrative  officer  for  the 
area  in  which  an  individual’s  duty  station  is  located.  Proof  of 
identity  will  be  required  prior  to  affording  an  individual  access  to 
reewds.  A  military  identification  card,  a  driver’s  license,  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Sources  include:  the  individual.  Unit 
Co,  District  Commander  and  Office  of  Reserve. 

DOT/CG  530 

System  name:  Closed  Out  Military  Pay  Record  System  DOT/CG 
System  location:  Commandant  (G-FP)  U.  S.  Coast  Guard, 
WashingUm,  D.C.  20590 

Categories  of  individuals  covered  by  tiie  system:  Active  duty  mili¬ 
tary  members,  retired  military  members,  and  separated  i^tary 
members. 

Categories  of  records  in  the  qrstem:  Closed  out  active  duty  pay 
reccHtis  of  active  duty  members,  retired  members,  and  separated 
members;  correspondence. 

Rontine  uses  of  records  maintained  in  the  system,  including  odego- 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  authorized 
Coast  Guard  and  Otter  A^ncy  Personnel  for  Auditing  and  settle¬ 
ment  of  claims  (over/under  payments);  source  of  data  permitting 
responses  to  genmal  and  and  Congressional  inquiries  and  for  sub- 


maM  Moma  vol  no.  isa-waNaoAV.  saiawi  m,  ms 


DEPARTMENT  OF  TRANSPORTATION 


44079 


milting  reports  to  the  general  Accounting  Office.  See  Prefatory 
Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  file  folders 
Rctrievability:  Records  are  indexed  and  retreived  by 
Name/Number 

Safeguards:  Access  is  limited  to  Authorized  Coast  Guanl  or  other 
Agency  Personnel  •  Record  Stored  in  Building  having  roving 
Security  Guards. 

Retention  and  disposal:  Pay  records  of  retirees  and  seperated 
members  maintained  separately  for  one  year  after  date  of  retire¬ 
ment  or  separation,  then  transferred  to  a  Federal  Records  Center 
for  retention  until  records  become  disposable  10  years  after  final 
separation  or  retirement  of  member. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
U.S.  Coast  Guard  Washington,  D.C.,  20950. 

Notification  procedure:  Commandant  (GOCMA),  U.S.  Coast 
Guard  Headquaters,  Washington,  D.C.  209^.  Written  request  must 
be  signed  by  the  individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
Commandant  (G-CMA),  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.  Washington,  D.C.,  or  the 
local  Coast  Guard  District  or  Unit  administrative  oHice,  for  the 
area  in  which  an  individual’s  duty  station  is  located.  Proof  of 
identity  will  be  required  prior  to  affording  an  individual  access  to 
records.  A  military  identification  card,  a  driver’s  license,  or  similar 
document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Sources  irulude;  the  individual  CG 
payroll  offices,  responsible  agencies  and  congressional  correspon¬ 
dence. 

DOT/CG  531 

System  name:  Custody  and  Safekeeping  of  Savings  Bonds  DOT/CG 
System  location:  Conunandant  (G-FP)  U.S.  Coast  Guard  Washing¬ 
ton,  D.C.  20950 

Categories  of  individuals  covered  by  the  system:  Active  Duty  Mili¬ 
tary  Members  Retired  Military  Members 
Categories  of  records  in  the  system:  U.S.  Savings  Bonds  Cor¬ 
respondence 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  ttie  purposes  of  such  uses:  Safekeeping  function 
Advice/consent  of  safexeeping 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  struing,  retrieving,  accessing,  retidning, 
and  disposing  of  recwds  in  the  qrstem: 

Storage:  Manually  stored  in  combination  lock  filing  cabinet. 
Retrievability:  System  indexed  by  Social  Security  Number. 
Retreived  by  Numbier/Name. 

Safeguards:  Access  to  locked  filing  cabinet  is  limited  to 
authorized  individuals.  Building  has  roving  security  guards  after 
duty  hours. 

Retention  and  disposal:  Held  until  member  requests  release  of 
bonds. 

System  managerfs)  and  address:  Chief,  Office  of  Comptroller, 
U.S.  Coast  Gua^  Washington,  D.C.  20590. 

Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Wahington,  D.C.  20590.  Written  request  for  must  be 
signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.  Washi^on,  D.C.,  Proof 
of  identity  will  be  required  prior  to  affording  an  indiviual  access  to 
records.  A  military  identification  card,  a  driver’s  license,  or  similar 
document  will  be  considered  suitable  identificatin. 

Contesting  record  procedures:  Same  as  Above  ‘Record  Access 
Procedure* 

Record  source  categories:  Sources  include:  the  individual.  Field 
Payroll  Offices  and  Hdgs.  Payroll  Office 

DOT/CG  532 

System  name:  FICA  Wage  and  Tax .  System  for  Military  Pay 
DOT/CG 


System  location:  Commandant  (G-FP)  U.S.  Coast  Guard, 
Washington,  D.C.  20590  Each  District  and  Headquarters  Unit  see 
Appendix  I  for  Locations 

Categories  of  individuals  covered  by  the  system:  Active  duty  mili¬ 
tary  members 

Categories  of  records  in  the  system:  Wages  paid  and  federal  taxes 
witheld,  FICA  wages  witheld; 

^  Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Control  processing  and 
reporting  of  FICA  to  SSA;  W-2  wage  and  tax  data  to  IRS  are  for¬ 
warded  using  niagnetic  tapes  in  reporting  purposes.  Information  as 
used  by  authorized  Coast  Guard  personnel. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Record  listings  are  filed  manually  semi-annually.  Mag¬ 
netic  tapes  are  filed  in  tape  library. 

Retrievability:  Listings  are  indexed  by  date;  tapes  are  indexed  by 
tape  number.  Retreived  by  Name/Numter 
Saf^uards:  Access  is  limited  to  user  staff  members  maintained  in 
Building  secured  after  duty  hours. 

Retention  and  disposal:  Listings  retained  for  2  years,  then  trans¬ 
ferred  to  a  Federal  Records  Center. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
U.S.  Coast  Guard  Washington,  D.C;  20590. 

Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individum. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  4(X)  7th  Street,  S.W.  Washin^on,  D.C.,or  the 
local  Coast  Guard  District  or  unit  office  for  the  area  in  which  an  in¬ 
dividual’s  duty  station  is  located.  Proof  of  identity  will  be  required 
prior  to  affording  an  individual  access  to  records.  A  m^tary 
identification  card,  a  driver’s  license,  or  similar  document  will  be 
considered  suitable  identification. 

Contesting  record  procedures:  All  Individuals  Same  as  Record  Ac¬ 
cess  Procedure. 

Record  source  categories:  Source  include:  The  individual  and  CG 
payroll  offices 

DOT/CG  533 

System  name:  Retired  Pay  and  Personnel  System  DOT/CG 
System  location:  Commandant  (G-FP)  U.S.  Coast  Guard  Washing¬ 
ton,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Annuitants 
Lighthouse  Keeper  Retirees 
Honorary  Retirees 
USCG  Retirees 

Categories  of  records  in  the  system:  Pay  personnel  data  of  military 
retirees,  pay  personnel  data  of  annuitants,  pay  and  personnel  data 
of  lighAouse  keepers,  personnel  data  of  honorary  retirees,  ac¬ 
counts  receivable  and  accounts  payable. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Checks,  W-2  wage  and 
federal  tax  reporting,  report  of  earnings  to  state  and  city  taxing 
authorities,  listing  of  currently  retiring  officers,  report  to  Civil  Ser¬ 
vice  Commission  on  Lighthouse  Keepers  and  mailing  labels  used  by 
Authorized  Coast  Gu£^  Personnel,  state  and  city  tax  officials. 
Civil  Service  Commission  and  Internal  Revenue  Service. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  filed  manually  in  file  folders.  Check  tapes 
are  filed  in  tape  library. 

Retrievability:  Records  are  indexed  by  alpha,  check  tapes  are  in¬ 
dexed  by  tape  number.  Retrieved  by  Name/Number. 

Safeguards:  Access  is  limited  to  user  staff  members  under  super¬ 
visory  control.  Stored  in  govenunent  building  having  roving  securi¬ 
ty  guard  after  duty  hours. 

Retention  and  disposal:  Records  are  retained  in  the  Retired  Pay 
Branch  for  3  years  subsequent  to  retiree’s  or  annuitants  death,  then 
forwarded  to  a  Federal  Records  Center.  Magnetic  tapes  are 
retained  18  months  as  microfilm  for  6  years  (required  by  GAO)  then 
destroyed. 
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System  iiuuiager(s)  and  addres:  Chief.  Office  of  Comptroller, 
U.S.  Coast  Guard 

Washington,  D.C.  20S90 

Nodficatioa  procedure:  Conunandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590. 

Written  request  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.  Washin^on,  D.C.  Proof 
of  identity  will  be  required  prior  to  affording  an  individual  access 
to  records.  A  military  identification  card,  a  driver’s  license,  or 
similar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Sources  include:  the  individual.  Coast 
Guard  personnel  offices  and  Coast  Guard  payroll  offices. 

DOT/CG  535 

System  name:  Nonappropriated  Fund  System  (NAFA)  DOT/CXj 
System  locatfcm:  Commandant  U.S.  Coast  Guard  (G-FER) 
Washington,  DC  20590  District  and  Headquarters  Units  See 
Appendix  I  for  Location. 

Categories  of  individuais  covered  by  the  system:  Civilian  Em¬ 
ployees,  Active  Duty  Military  Members,  Retired  Military  Members 
and  Military  Dependents. 

Categories  of  records  in  the  system:  Payroll;  accounting  records 
for  NAFA  loans;  purchase  slips  for  articles  sold  in  Base  Exchange 
(BX)  that  cost  more  than 

25;  listing  of  bad  checks;  lay  away  purchase  list;  job  applications; 
personnel  records;  credit  books  kept  by  ships  and  isolated  shore 
units;  correspondence;  membership  appUcations;  accounts  receiva¬ 
ble;  investigatory  reports  involvi^  abuse  of  facilities;  purchase 
listings  and  sales  slips  for  specific  items. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Payroll  for  NAFA  em¬ 
ployees;  personnel  actions;  accounting;  budget  and  inventory  con¬ 
trols;  officials,  used  by  members  and  employees  of  USCG  in  the 
performance  of  their  official  duties  related  to  the  management,  su¬ 
pervision  and  administration  of  nonappropriated  funds;  officials 
and  employees  of  other  agencies,  attorney  generals  office  or  Con¬ 
gress  in  the  performance  fii  their  official  duties  related  to  the 
management,  supervision  and  administration  of  nonappropriated 
funds;  billing,  reservations,  protection  of  funds. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Automated  records  may  be  stored  on  tape,  disc,  drums 
and  punched  cards.  Manual  records  may  be  stored  in  file  folders 
and/or  credit  ledgers;  card  files;  notebook. 

Retrievability:  Records  are  indexed  by  alpha,  social  security 
number,  membership  number  or  unit  number. 

Safeguards:  Access  is  limited  to  authorized  personnel.  Secured 
Building  after  duty  hours 

Retention  and  disposal:  Records  are  retained  until  usefulness  has 
expired  and  then  detroyed. 

System  manager(s)  and  address:  Chief,  Office  of  Comptroller, 
U.S.  Coast  Guard  Washington,  D.C.  20590. 

Notification  procedure:  Commandant  )G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  the  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.,WasUngton,  D.C.  or  the 
local  Coast  Guard  Ehstrict  or  Unit  office,  for  the  area  in  which  an 
individual’s  work  station  is  located.  Proof  of  identity  will  be 
required  prior  to  affording  an  individual  access  to  records.  A  milita¬ 
ry  identification  card,  a  driver’s  license,  or  similar  document  will 
be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  in  ‘Record  Access 
Procedure* 

Record  source  categories:  Sources  include:  the  individual;  previ¬ 
ous  employees;  educational  institutions;  employment  agencies; 
civilian  and  military  investigative  reports;  gener^  correspondence. 

DOT/CG  536 

System  name:  Contract  and  Real  Property  File  System  DOT/CG 


System  location:  Commandant  U.S.  Coast  Guard(G-F) 

Washington,  D.C.  20590  District  and  Headquarters  Units  See 
Appendix  I  for  Locations 

Cteegpries  of  individuals  covered  by  the  system:  Individuals  or 
companies  doing  business  with  Coast  Guard;  employees  of  prime 
and  sub-contractors;  individuals  requiring  use  of  CG  property;  mili¬ 
tary  members  and  civilian  enq>loyees. 

Categories  of  records  in  the  system:  Contracts  and  related  files; 
real  property  and  leased  family  hcHising  files;  bidders  list;  minority 
compliance  records;  payment  schedule  records;  witness  fees 
recoids^  various  pajrment  files  relating  to  Admiralty  and  Tort 
claims;  personnel  claims;  coUection  renter;  correspondence  fUes; 
vendor  Usts;  open  purchase  order  file;  information  on  employees  of 
contractors,  job  level  and  pay  of  these  employees;  permits,  licenses 
and  easements. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  determine  com¬ 
pliance  of  contractors  with  minimum  wages  for  certain  skills  and 
trades  on  government  contracts,  used  to  aid  in  record  keeping  of 
payments  and  collections;  used  to  determine  potential  for  contract¬ 
ing  with  the  government  used  to  record  issuance  of  personal  pro¬ 
perty  and  maintain  inventories;  and  to  determine  contractor  respon¬ 
sibilities  and  responsibility.  Used  by  Coast  Guard  officials  of  the 
General  Accounting  Office  (GAO)  in  performance  of  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Stonge:  Manually  filed  in  file  folder;  maintained  on  tape/card; 
three  ring  binders;  hard  cover  books. 

Retrievability:  Retrieved  by  Individual/Company  Name, 
number ;construction  job;  and/or  location 
Safegiuuds:  Access  restricted  to  authorized  personnel  only;  some 
records  in  locked  safe  and/or  filing  cabinet.  Maintained  in  Govern¬ 
ment  Budding  having  roving  Security  Guard  after  duty  hours 
Retention  and  disposal:  Some  records  retained  indefinitely;  some 
retained  3,  4  or  6  years,  then  destroyed  or  forwarded  to  a  Federal 
Records  Center  for  an  additional  7  years  Chief,  Office  of  Comp¬ 
troller,  U.S.  Coast  Guard 

System  managerfs)  and  address:  Washington,  D.C.  20590. 
Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
signed  by  the  individuaf. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  street,  S.W.  Washin^on,  D.C.,  or  the 
local  Coast  Guard  District  or  Unit  office  for  the  area  in  which  con¬ 
tract  was  submitted  or  property  is  located.  Proof  of  identity  will  be 
required  prior  to  affording  an  individual  access  to  records.  A  milita¬ 
ry  identification  card,  a  Same  as  Above  ‘Record  Access  Procedure* 
Contesting  record  procedures:  driver’s  license,  or  similar  docu¬ 
ment  will  be  considered  suitable  identification. 

Record  source  categories:  Sources  include:  individuals;  contrac¬ 
tors;  contract  employees;  bidders;  financial  institutions;  insurance 
companies;  commumty  association;  other  agencies;  bills;  letters; 
collection  receipts;  EAM  listings. 

DOT/CG  561 

System  name:  Port  Safety  Reporting  System  Individual  Violation 
Histories  DOT/CG 

System  location:  Commandant  (G-WLE-1)  U.S.  Guard,  Washing¬ 
ton,  D.C.  20590.  Offices  of  the  District  Commanders.  Addresses  are 
in  Appendix  I, 

Categories  of  individuals  covered  by  the  system:  Masters,  opera¬ 
tors,  owners,  agents,  shippers,  charterers  and/or  pilots  of  commer¬ 
cial  vessels,  barges,  dock  and  waterside  facilities  reported  for  viola¬ 
tions  of  U.S.  port  s^ety  regulations. 

Categories  of  records  in  the  system:  Computerized  listings,  by 
name,  giving  specific  violations,  date,  place  and  penalty  assessed. 

Routine  uses  (d  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Determining  penalties  to 
be  assessed  by  Coast  Guard  hearing  officers;  execution  of 
judgments  by  U.  S.  attorneys  as  necessary. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Magnetic  tape  or  disc 
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Retrtevri>llity:  By  name 

Safeguards:  Restricted  access  data  processing  area.  Program  ac¬ 
cess  by  password:  Source  documents  and  printouts  are  stored  in 
locked  rooms  or  file  cabinets. 

Retention  and  disposal:  Disposed  of  3  years  after  final  disposition 
of  case.  Paper  files  destroyed  by  mutilation,  shredding  or  burning. 
Magnetic  tape  are  obliterated  by  writing  over  magnetic  surface  till 
content  is  rendered  useless  and  unreadaUe. 

System  managerfs)  and  address:  Cheif ,  Office  of  Marine  Environ¬ 
ment  and  Systems  U.S.  Coast  Guard  Headquarters,  Washington, 
D.C.  20590. 

Notification  procedure:  Commandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters  Washington,  D.C.  20S90  Written  request  must  be 
rigned  by  the  Individual  the  cognizant  district  at  the  addresses 
listed  in  Appendix  I,  Sections  B:A  and  B;C. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters  400  7th  St.,  Washington,  D.CT.  20S90  or  the  local 
Coast  Guard  District  or  Unit  office  where  the  violation  occurred. 
Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Report  of  Violation,  Form  CG-2636 
prepared  by  Coast  Guard  officials. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  may  be  exempt  from  disclosure  under  the  provisions  of 
S  use  SS2a  (k)(2),  which  provide  in  part,  that  investigatory  materi¬ 
al  complied  for  law  enforcement  purposes  may  be  witheld  from  dis¬ 
closure  to  the  extent  that  the  identity  of  the  source  of  the  informa¬ 
tion  would  be  revealed  by  disclosing  the  investigatory  record,  and 
the  source  has  received  an  express  guamatee  that  his  identity 
would  be  held  in  confidence,  or  prior,  to  the  effective  date  of  this 
section,  of  the  source  received  an  implies  promise  that  his  identity 
would  be  held  in  confidence. 

DOT/CG  562 

System  name:  Puget  Sound  Vessel  Traffic  System  Regulations 
Violations  DOT/CG 

System  location:  Commander  Thirteenth  Coast  Guard  District, 
Federal  Bldg.,  915  Second  Ave.,  Seattle,  Wash.  98174 
Categories  of  individuals  covered  by  the  system:  Masters  and/rnr 
pilots  found  in  violation  of  Puget  Sound  Vessel  Traffic  System 
regulations. 

Categories  of  records  in  the  system:  Name  of  violator,  name  of 
vessel,  name  of  company,  nature  of  violation,  amplifying  informa¬ 
tion  received  from  the  Coast  Guard  units  involved  cmrespondence 
relating  to  the  case,  record  of  any  informal  hearing. 

Routine  uses  of  records  maintained  in  the  systan,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assessment  of  penalties 
by  authorized  Coast  Guard  Officials. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Loose  leaf  binder,  3x5  file  cards 
Retrievabiiity:  By  name,  type  of  case 

Safeguards:  File  cabinets;  access  limited  to  personnel  involved 
with  e^orcement  of  regulations 
Retention  and  disposal:  Retained  for  3  years  then  destroyed. 
System  managerfs)  and  address:  Same  as  System  Location. 
Notification  procedure:  Same  as  System  Location. 

Record  access  procedures:  Same  as  System  Location. 

Contesting  record  procedures:  Same  as  above. 

Record  source  cidegories:  Information  derived  from  CG-408 
Merchant  Vessels  of  the  United  States,  reports  from  vessel  traffic 
system,  reports  from  other  involved  Coast  Guard  units  and  infor¬ 
mation  obtained  at  informal  hearings,  if  any. 

DOT/CG  563 

System  name:  Marine  Pollution  Case  Files  DOT/CG 
System  location:  Commander  (G-W)  U.S.  Coast  Guard,  Washing¬ 
ton,  D.C.  Each  District  and  Headquarters  Unit  Office.  Addresses 
are  in  Appendix  I, 

Categories  of  individuals  covered  by  the  ^stem:  Owner/operator 
and/or  person  in-chaige  of  a  vessel,  a  facility,  or  other  persons, 
found  in  violation  of  marine  environmental  protection  regulations. 


Categories  of  records  in  the  system:  Reports,  statements,  photo¬ 
graphs  and  other  documentation  containii^  names,  addresses,  occu¬ 
pation,  description  of  facility  nature  of  violation,  financial  status  of 
offender  Where  pertinent,  penalty  proceedings  records  and  final 
disposition  action. 

Routine  uses  of  records  maintained  in  the  system,  including  cate^ 
rics  of  users  and  the  pinposes  of  such  uses:  Penalty  assessment  by 
Authorized  Agency  Cnficial 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders/cabinets 
Retrievabiiity:  By  name,  case  file  number 
Safegua^:  Access  is  limited  to  personnel  involved  in  operational 
and  administrative  marine  environmental  protection  functions; 
Locked  file  cabinets  are  maintained  offices  and  buildings,  patrolled, 
guarded  on  secured  fadilities. 

Retention  and  disposai:  Retained  for  3  years  then  destroyed 
System  managers)  and  address:  Chief,  Office  of  Marine  Environ¬ 
ment  and  Systems,  U.S.  Coast  Guard  Headquarters,  Washington, 
D.C.  20590. 

Notification  procedure:  Commandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters  Washington,  D.C  20590.  Written  request  must  be 
signed  by  the  individu^. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
Commandant  (G-dMA)  at  address  above,  or  by  visitive  Coast 
Guard  Headquarters,  400  7th  Street.,  Washington,  D.C.  20590  or 
the  local  Coast  Guard  District  or  Unit  Office  where  the  incident  oc¬ 
curred  Proof  of  indentity  will  be  required  prior  to  granting  access,  a 
Milit^  identification.  Driver’s  license  or  similar  document  or  suti- 
able  identification. 

Contesting  record  procedures:  Same  as  above 
Record  source  categories:  Violation  reports,  investigatory  reports, 
informal  hearings,  lab  analysis. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552  a  (k)(2),  which  provides,  in  part  that  in¬ 
vestigatory  material  complied  for  law  enforcement  purposes  may  be 
witheld  from  disclosure  to  the  extent  that  the  identity  of  the  source 
if  the  information  would  be  revealed  by  disclosing  the  investigatory 
record,  and  the  source  has  received  an  express  guarantee  that  his 
identity  would  be  held  in  confidence,  or  pnor,  to  the  effective  date 
of  this  section,  of  the  source  recieved  an  inqrlied  promise  that  his 
identity  would  be  held  in  confidence. 

DOT/CG  571 

System  name:  Physical  DisaMity  Separation  System  DOT/CG 
System  location:  Commandant  (G-KMA) 

U.S.  Coast  Guard 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  USCG  active  duty 
personnel  and  USCG  personnel  separated  or  retired  for  physical 
disability. 

Categories  of  records  in  the  system:  Central  Physical  Evaluation 
Board  files;  Formal  Physical  Evaluation  Board  files;  Physical 
Review  Council  fUes;  Physical  Disability  Appeal  Board  files 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  Coast  Guard  of¬ 
ficials  in  connection  with  physical  disability  separation  and  retire¬ 
ment  proceedings;  us^  by  the  Veterans  Administration  for 
assistance  in  determining  the  elgibility  of  individuals  for  benefits 
administered  by  that  agency  and  available  to  USPHS  or  DOD  medi¬ 
cal  personnel  m  connection  with  the  performance  of  their  official 
duties. 

See  Prefatory  Statement  of  General  Routine  Use. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievabiiity:  By  name  of  individual 

Safeguards:  Roving  guard  patrol.  Restricted  persoimel  access  by 
screemng. 

Retention  and  disposal:  Retained  two  years  after  disposition  then 
transferred  to  Federal  Records  Center,  St  Louis,  MO. 

System  matugerfs)  and  address:  Chief,  Office  of  Health  Services 
U.S.  Coast  Guard  Headquarters 
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Washington,  D.C.  20S90 
Nodficatkm  procedure:  Commandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 
Washington.  D.C.  20S90 

Written  request  must  include  a  notarized  statement  attesting 
tiat  the  individual  requesting  the  notification  is  in  fact  the 
individual  about  whom  information  is  requested. 

Record  accea  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G^MA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  St  S.W.,  Washington,  D.C.  Refer  to  Appen¬ 
dix  n  for  details  relating  to  release  of  m^c^  records. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Information  in  records  devdc^ied 
through  proceedings  of  administrative  bodies  listed  in  ‘Cat^ories 
Records*,  above. 

DOT/CG572 

System  name:  USCG  Military  Personnel  Health  Record  System 
DOT/CG 

System  location:  Commandant  (G-KPS) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  USCG  active  duty 
personel,  USCG  active  duty  personnel  dependents,  DOD  active 
duty  personnel,  DOD  active  duty  personnel  dependents,  USCG  and 
IX)D  retired  personnel  and  their  dependents.  Members  of  USCXi 
Reserve 

Categories  of  records  in  the  system:  Records  of  medical  and  dental 
treatment. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  at  such  uses:  Used  by  medical  staff  in 
affording  medical  dental  treatment  of  perstmnel  listed  in 
‘Categories  of  individuals*  above.  Provided  to  the  Veterans  Ad¬ 
ministration.  for  use  in  determining  an  individuals’s  entitlement  to 
benefits  administered  by  that  agency.  Records  are  available  to  the 
Public  Health  Service  or  DOD  medical  personnel  in  connection 
with  medical  treatment  of  individuals  at  USPHS  ot  DOD  facilities. 
See  PrefaU^  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaiidng, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Rctrievability:  Name  and  military  identification  number. 
Safeguards:  Roving  guard  patrol.  Room  in  which  records  located 
is  locked  when  unattended.  Access  limited  to  these  records  at  all 
times  by  personnel  screening. 

Retention  and  disposal:  Retained  so  long  as  individual  assigned  to 
area.  Transmitted  to  new  duty  station  upon  transfer  of 
member/sponsor.  Incorporated  into  personnel  record  file  system 
upon  transfer,  separation,  or  retirement. 

System  manager(s)  and  address:  Chief,  Office  of  Health  Services 
U.S.  Coast  Guard  Headquarters 
Washington  D.C.  20S90 
Notification  procedure:  Commandant  (G-CMA) 

US  Coast  Guard  Headquarter 
Washington,  D.C.  20S90 

Written  request  must  be  signed  by  the  individual. 

-  Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  Street,  S.W.,  Washington,  D.C.  or  the  local 
District  or  Headquarters  Unit  Office  for  the  area  in  which  assigned. 
See  Appendix  n  for  details  pertaining  to  release  of  medical  records. 
Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Medical  facilities  where  treatment 
received  and  from  the  individual. 

All  Field  Units  with  Medical  Persoimel  assigned.  See  Appendix 
I  for  location. 

DOT/CG  573 

System  name:  U.S.  Public  Health  Services  (USPHS)  Commissioned 
Officer  Corps  Staffing  and  Recruitment  Files  DOT/CXi 
System  location:  Commandant  (G-KMA) 

U.S.  Coast  Guard  Headquarters 
I  Washington,  D.C.  20590 


Categories  of  individuals  covered  by  the  system:  Personnel  records 
of  USPHS  commissioned  rtfficers  assigned  to  duty  with  the  Coast 
Guard 

Categories  of  records  in  the  ^stem:  Personnel  records,  Commis- 
sionir^  ai^Ucations,  assignnient  preference,  reference 
questionaires,  background  information. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  to  assist  adminis¬ 
trators  in  assigning  personnel  to  area  requiring  their  specific  skills. 
Used  to  monitor  career  development  of  persoimel  assigned  to  pro¬ 
gram. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  By  name  of  individuals 

Safeguards:  During  wmking  hours  access  is  controlled  by  office 
personnel;  during  non-working  hours  building  is  patrolled  by  roving 
security  patrol. 

Retention  and  disposal:  Records  are  retained  during  period  of  an 
individuals  assigiunent  to  the  Coast  Guard.  Thereafter  records  are 
destroyed  by  shredding. 

System  managerfs)  and  address: 

Chief,  Office  of  Health  Services 
U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Conunandant  (G-CMA)  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590  Written  request  must  be 
signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  St.  S.W.,  Washington,  D.C.  20590.  Proof  of 
identity  will  be  required  pritH-  to  release  of  records.  A  military 
identification  card,  driver’s  license  or  similiar  document  will  be 
considered  suitable  identification. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  Previous  employers,  educational  institu¬ 
tions,  references.  Coast  Guard  Medical  Administrators  and  the  in- 
divicfaial. 

DOT/CG  589 

System  name:  U.  S.  Merchant  Seamen’s  Records 
System  location: 

Commandant  (G-MVP) 

U.  S.  Coast  Guard 
Washington,  D.C.  20590 

Portions  of  these  records  may  be  located  at  the  Marine 
Inspection  Office  or  the  Marine  Safety  Office  when  the 
seaman  was  documented. 

Categories  of  individuals  covered  by  the  system:  U.  S.  Merchant 
Seamen 

Categories  of  records  in  the  system: 

Persoimel  File 
Shipping  Articles 
Lo^tor  List 
Log  Books 

Seamen’s  License  Records 
F^eiprint  Records 
Discipimary  Records 
Security  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  die  purposes  of  such  uses:  Used  to  determine 
qualification  of  individuals  for  issuance  of  Merchant  Mariners 
Documents.  Used  by  individual  seamen,  seamen’s  representives, 
seaman’s  next  of  kin,  law  eidorcement  agencies,  other  government 
agencies,  attorneys,  welfare  agencies  and  limited  use  by  the  general 
public. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folder 

Retrievability:  By  name  and  cross  indexed  under  ID  (i.e.  ’Z’, 
’Bk*,  or  Social  security  number) 
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Safeguards:  Security  records  are  maintained  in  locked  file 
cabinets.  Other  records  are  filed  in  unlocked  file  cabinets  with  the 
majority  fikd  in  open-shelf  files.  Access  limited  during  working 
hours  by  Personnel  screei^g,  after  work  hours  room  is  locked  and 
building  maintains  roving  security  guard. 

Rctcnthm  and  disposal: 

Personnel  files  -  Held  3  years  after  last  activity  -  transferred  to 
a  Federal  Records  Center  where  they  may  be  destroyed  after 
60  years  of  inactivity. 

Shipping  Articles  -  Held  3  years  -  transferred  to  a  Federal 
Records  Center  where  they  are  considered  historical  data 
and  are  not  destoryed. 

Locator  List  -  New  Ust  furnished  weekly:  old  list  destroyed. 

Log  Books  -  For  vessels  discharged  in  U.  S.  ports;  books  are 
retained  by  the  Shipping  Commissioner  for  3  years  and  then 
forwarded  to  a  Regioiud  Federal  Records  Center. 

For  vessels  discharge  in  foreign  ports;  books  are  sent  to 
Headquarters  where  they  are  maintained  for  S  years  and 
then  sent  to  a  Federal  Records  Center. 

Log  Books  are  of  historical  value  and  are  not  destroyed. 
Seaman’s  License  Records  (Card  index)  -  Maintained  at  Coast 
Guard  Headquarters  for  10  years  after  activity  and  then 
forwarded  to  a  Federal  Records  Center.  May  be  destroyed 
after  60  years. 

Fingerprint  Records  -  Upon  receipt,  are  forwarded  to  F.  B.  I. 

for  disposition. 

Disciplinary  Records 

Examiner’s  Decision  and  Orders  and  Appeal  File  •  Transferred 
to  a  Federal  Records  Center  after  S  years. 

Commandant’s  Decision  on  Appeal  and  National 
Transportation  Safety  Board  Decisions  and  Orders  •  Retain 
Disciplinary  Record  Cards  -  Transfer  to  Personnel  File  Jacket 
u]^n  notice  of  death. 

Statistical  reports  of  marine  investigations,  hearings,  shipment 
and  dischaiges  containing  records  of  merchant  vessel 
personnel  actions  with  related  summaries  -  Dispose  of  after 
10  years. 

Security  Records  (i.e.  summaries  of  hearings,  etc.)  -  Retain 
System  managerfs)  and  addren: 

Chief,  Office  of  Merchant  Marine  Safety 
U.  S.  Coast  Guard  Headquarters 
Washington,  D.C.  20390 

Ncrtificathm  procedure:  Contact  Commandant  (G-CMA/83)  U.S. 
Coast  Guard  Headquarters,  Washington,  D.C.  20S90.  In  order  to 
determine  if  a  record  for  an  individud  exists,  it  is  necessary  that  he 
furnish  the  conqplete  name  in  ^^hkh  the  document  was  issued,  the 
serial  number  of  the  document  (i.e.  ‘Z’,  ‘BK‘,  and/or  Social  Securi¬ 
ty  Number),  and  his  date  and  place  of  birth.  Written  request  must 
be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  Street,  S.W.,  Washin^n,  D.C.,  or  the 
Marine  Inspection  office  or  Marine  S^ety  Office  where  Uie  docu¬ 
ment  was  issued  for  locally  nuuntained  portions. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories: 

Personnel  File  -  Data  furnished  by  seaman.  Marine  Inspection 
Office,  U.  S.  Public  Health  Service,  F.B.I.  and  masters  of 
vessels. 

Shipping  Articles  -  Vessels’  operators,  masters  of  vessels. 

State  Department,  and  Shipping  Commissioners. 

Locator  List  -  Current  listing  of  seamen  employed  on  vessels 
prepared  by  Information  Systems  EHvision  from  engagement 
records  of  shipping  articles. 

Log  Books  •  Prepared  by  Masters  of  vessels. 

Seamen’s  License  Records  (Card  index)  -  Prepared  by  Marine 
Inspection  Office  from  records  of  licenses  issued  at  that 
particular  facilty. 

Fingerprint  Recoids  -  Seamen’s  fingerprints  are  taken  by  the 
Marine  Inspection  Office  in  order  to  complete  character 
check  prior  to  issuance  of  documents  (i.e..  Merchant 
Mariner’s  Document  and/or  licenses). 

Discipline  Records  -  Furnished  by  Investigating  Officers  at 
the  various  Marine  Inspection  Offices. 

Security  Records  -  Obtained  during  character  investigation, 
under  Executive  Order  10173,  by  Coast  Guard  Intelligence 
Officials. 


Systems  exempted  from  certain  provisioas  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
prorisions  of  S  USC  SS2a(kK2),  wh^h  provide,  in  part,  that  in¬ 
vestigatory  material  complied  for  law  enforcement  purposes  may  be 
witheld  from  disclosure  to  the  extent  that  the  identity  of  the  source 
of  the  information  would  be  revealed  by  disclosing  the  investigato¬ 
ry  record,  and  the  source  has  received  an  express  guarantee  that 
his  identity  would  be  held  in  confidence,  or,  prior  to  the  effective 
date  of  this  section,  if  the  source  receiv^  an  imfdied  promise  that 
his  identity  would  be  held  in  confidence. 

DOT/CG  590 

System  name:  Merchant  Vessel  Casualty  Reporting  System 
DOT/CG 
System  location: 

Commandant  (G-MVI)  U.S.  Coast  Guard,  Washington,  D.C., 
20590 

District  and  Headquarters  Units-see  Appendix  1  for  addresses. 
Categories  of  individuals  covered  by  the  qrstem:  The  categories  of 
individuals  included  in  this  system  of  records  are  persons  who  have 
been  invedved  in  vessel  casui^ties  categories  include:  deceased  per¬ 
sons,  injured  persons,  witnesses,  vessel  pilots,  vessel  masters,  ves¬ 
sel  crew  members  and  vessel  owners. 

Categories  of  records  in  the  system: 

Investigative  reports  of  vessel  casualties 
Investigative  reports  of  deaths  aboard  vessels 
Investigative  reiwrts  of  personnel  injuries  Note:  Vessels 
incited  in  tins  system  include  commercial  U.  S.  vessels, 
foreign  vessels  using  the  territorial  waters  of  the  U.  S.,  and 
other  vessels  involved  in  a  casualty  with  a  U.  S.  commerical 
vessel. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  flie  purposes  of  such  uses:  Routine  Use  and  Pur¬ 
poses  include: 

Evaluation  by  Coast  Guard  persotmel  for  corrective  safety 
measures,  and  law  enforcement  purposes; 

Evaluation  by  other  agencies,  state,  local  and  foreign 
governments  for  purposes  of  safety,  law  enforcement,  and 
other  purposes  for  which  the  ^ency  may  deem  necessary 
for  their  missions;  Civil  litigation;  For  insurance  purposes; 

Use  by  Congressional  representatives  for  possiUe  tegislative 
action  or  to  provide  information  to  a  constituent. 

Use  by  shipping  concerns  such  as  owners,  operators,  and 
charterer  for  safety;  protection  against  iaw  suits  and  general 
background; 

Use  by  research  groups  for  safety  purposes  or  any  other 
purpose; 

Use  by  the  general  public 

See  Prefatory  Statement  for  General  Routine  Uses. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  and  magnetic  tape. 

Retrievabllity:  Vessel  casualty  records  are  fUed  by  vessel  name, 
Xyyt  of  casualty  and  date  of  casualty.  Retrieved  by  a  combination 
of  above  information. 

Personal  injuries  and  deaths  are  filed  by  individual  name  and 
date  of  injury  or  death.  Retrieved  by  date/name. 

Safegnards:  Personnel  screening.  Building  secured  after  duty 
hours  and  patrolled  by  roving  security  patrol. 

Retention  and  disposal:  Marine  Boards  of  Investigation.  Transfer 
to  Federal  Records  Center  after  five  years. 

Vessel  Casualties  transferred  to  FRC  after  two  years,  and 
<h^x>sed  after  twenty-five  years. 

District  Offices  Records  disposed  of  after  five  years. 

Officers  in  Chaige,  Marine  Inspection  Office;  Commanding 
Officers,  Marine  Safety  Office;  Merchant  Marine  Details 
Transfer  to  FRC  after  five  years.  Dispose  after  ten  years. 
System  manager(s)  and  address:  Chief,  Office  of  Merchant 
Marine  Safety 

U.S.  Coast  Guard  Headquarters 
Washington,  DC  20S90 

Notification  procedure:  Commandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20S90 

Written  request  must  be  signed  by  the  individual 
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Record  acccs  proccdorcK  Procedures  may  be  obtained  by  writing 
Commandant  (GtCMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  Street,  S.W.,  Wastu^on,  D.C.,  or 
the  local  Coast  Guard  District  or  Unit  office  in  which  the  casualty 
occurred.' 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categoria:  Persons  directly  involved  in  the  casual¬ 
ty,  e.e.,  vessel  master,  i^t,  crewmembers. 

Vessel  owners 
Witnesses  to  casualty 
Coast  Guard  persotmel 
Manufacturers 

Investigations  by  other  law  enforcement  agencies. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  S  USC  SS2a(kX2),  which  provide,  in  part,  that  in¬ 
vestigatory  material  compiled  for  law  enforcement  purposes  may  be 
witheld  from  disclosure  to  the  extent  that  the  identity  of  the  source 
of  the  information  would  be  revealed  by  disclosing  the  investigato¬ 
ry  record,  and  the  source  has  received  an  express  guarantee  that 
his  identity  would  be  held  in  confidence,  or,  prior  to  the  effective 
date  of  this  section,  if  the  source  received  an  implied  promise  that 
his  identity  would  be  held  in  confidence. 

DOT/CG592 

Syitem  name:  Registered/ Applicant  Pilot  Eligibility  Folder  DOT/CG 
System  locathm: 

Great  Lakes  Pilotage  Staff 
Ninth  Coast  Guard  District 
1240  East  Ninth  Street 
Cleveland,  Ohio  44199 

Categories  of  imfividuab  covered  by  the  qrstem:  United  States  re¬ 
gistered  piolots  and  applicant  pilots  suitably  registered  to  perform 
pilotage  duties  aboard  foreign  vessels  on  the  Great  Lakes. 

Categories  of  records  in  the  system:  Application  for  r^stration, 
renewal  of  registration,  atmual  report  of  physical  examination. 
Coast  Guard  license  data,  examination  for  re^stration. 

Roatine  nses  of  records  maintained  in  the  system,  inclnding  catego¬ 
ries  of  nsers  and  the  purposes  of  snch  nses:  Eiepmt^nt  of  Transpor¬ 
tation,  U.  S.  Coast  Guard,  F.B.I.  pflot  associations  and  corpora¬ 
tions  for  pilot  repstration,  training  program  needs,  retirements, 
statistical  comi^ations,  and  negotiations  with  Canadian  authorities 
to  assure  equitable  participation  by  U.  S.  registered  pilots  with 
Canadian  registered  pilots. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrstem: 

Storage:  File  folders 

Rctrievability:  By  name  and  j^ot  registration  number 
Safeguards:  Screened  by  Office  personnel  prior  to  use.  Locked  in 
cabinets  during  non-work^  hours. 

Retention  and  disposal:  Permanent 

System  raanager(s)  and  address:  Chief,  Great  Lakes,  Pilotage 
Staff 

Ninth  Coast  Guard  District 
1240  East  Ninth  Street 
Cleveland,  Ohio  44199 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedwes:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Individual’s  original  application  for  U.S. 
pilot’s  registration  and  individual’s  yearly  report  of  medical  ex¬ 
amination. 

DOT/CG  611 

System  name:  Intelligence  and  Security  Investigative  Case  System 
DOT/CG 

System  location:  Commandant  (G-OIS),  and  district  offices  -  Ad¬ 
dresses  Washington,  D.C.  20S90.  listed  in  Appendix  I. 

Categories  of  individuals  covered  by  the  system:  U.  S.  Coast 
Guard  military  personnel,  merchant  marine  personnel,  port  And- 
dock  workers,  and  persons  under  investigations  for  violations  of 
laws  and  regulations  administered  by  the  Coast  Guard. 


Category  of  records  in  the  system:  Persoimel  security  investiga¬ 
tions,  national  agency  check  results,  criminal  investigations,  coun¬ 
terintelligence  investi^tions,  computerized  case  control  system. 

Routine  nses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  nses:  Us^  by  authorized 
Coast  Guard  perscmnel  for  Security  clearances,  actions  by  com- 
matklers  inder  the  uniform  Code  iA  Military  Justice,  career  ad¬ 
vancement  of  U.  S.  Coast  Guard  miitary  personnel,  approval  of 
merchant  seamen  documents,  and  access  of  individuals  to  port 
facilities  used  by  Appropriate  Federal  State  or  Local  Agencies  for 
crinimal  law  eitforcement  and  prosecution  by  the  United  States 
goverrunent,  national  agency  checks  and  back  groutKl  investiga¬ 
tions. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Investigative  dossiers  and  3x5  card  retrieval  system. 
Rctrievability:  By  name  and/or  case  number 
Safeguards:  Alarm  controlled  spaces,  locked  and/or  limited  ac¬ 
cess  fUe  cabinets  and  office  spaces.  Release  of  dossiers  to  ac¬ 
credited  pers(^el  or  ’need-to-kmw‘  basis  only.  Using  receipt  con¬ 
trol,  Automatic  data  processing  (ADP)  system  cannot  by  penetrated 
for  data  through  terminals,  or  otherwise,  located  outside  U.  S. 
Coast  Guard  computer  center,  without  use  proper  administration 
contreds. 

Retention  and  disposal:  Dossiers  retained  50  years  from  date  of 
birth.  Deceased,  retirees  and  others  separated  care  held  one  year 
from  separation.  Dossiers  retired  to  Washington  National  Federal 
Records  Center  for  further  retention  of  30  years.  3x5  cards  are  an¬ 
notated  to  recall  retired  dossiers  if  necessary.  Computer  printouts 
retained  for  10  years  then  destroyed. 

System  managerfs)  and  address: 

Chief,  Office  of  Operations 
U.  S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Commandant  (G-CMA),  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  20590.  Written  request  must  be 
singed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  St  S.W.  Wadiington,  D.C.  or  the 
local  Coast  Guard  District  office,for  the  area  in  which  an  in¬ 
dividual’s  duty  station  is  located.  Pnx>f  of  identity  will  be  required 
prior  to  affording  an  individual  access  to  records.  A  military 
identification  card,  a  driver’s  license,  or  similar  document  will  be 
considered  suitable  identification. 

Contesting  record  procedures:  Same  as  above. 

Record  source  categories:  National  Agency  Checks,  background 
investigations,  criminal  investigations,  interviews,  records,  checks, 
observati(His,  statements. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a  (kX2),  which  provides  in  part  that  in¬ 
vestigatory  material  ccunplied  for  law  enforcement  purposes  may  be 
witheld  from  disclosure  to  the  extent  the  identity  of  the  osuce  of 
the  information  would  be  revealed  by  disclosing  the  investgatory 
record,  and  the  source  has  received  an  express  effective  date  of 
this  section,  if  the  source  recieved  as  implied  promise  that  his 
identity  would  be  held  in  confidence.  Portions  of  this  system  of 
records  may  be  exempt  from  disclosure  under  the  provisons  of  5 
USC  552a(kX2)  ,  which  provides,  in  part,  that  investa^tory  materi¬ 
al  compiled  soley  for  the  purpose  of  determining  suitability,  eligi¬ 
bility,  or  qualifications  for  Federal  civilaian  employment,  inilitary 
service.  Federal  contracts,  or  access  to  classified  information’  may 
be  witheld  from  disclosure  but  only  to  the  extent  that  the  disclosure 
of  such  to  the  Government  under  an  express  promise  that  the 
identity  of  the  source  would  be  held  in  confidence  or,  prior  to  the 
effective  data  of  this  section,  under  an  implied  promise  that  the 
identity  of  the  source  would  be  held  in  confi^nce. 

DOT/CG  612 

System  name:  Port  Security  Card  System  DOT/CG 
System  location:  Commandant  (G-OIS),  U.S.  Coast  Guard 
Washington,  D.C.  20590.  Each  District  Office 
Categories  of  individuals  covered  by  the  system:  Persons  regularly 
emi^oyed  on  vessels  and  water  front  facilities,  or  persons  having 
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regular  public  or  private  business  with  the  operation,  maintenance, 

;or  administration  of  vessels  and  cargoes  or  waterfront  facilities. 

Categories  of  records  In  the  qrstem:  Applications  for  port  security 
cards  awaiting  processing;  processed  applications  indicating  those 
granted  or  deni^  port  security  cards. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Us^  by  Authorized 
Coast  Guard  officials  to  determine  eligibility  for  Issuance  of  Port 
Sercurity  Cards 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  records  in  the  system: 

Storage:  Paper  files,  3x5  cards 
Retrievability:  By  name 

Safeguards:  Maintain  in  File  cabinets  in  secure  areas.  Personal 
Screening  prior  to  granting  access 
Retention  and  disposal:  Retained  for  8  years  then  destroyed  by 
mutilating,  shredding  or  burning 
System  managerfs)  and  address: 

Chief,  Office  of  Operations 
U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Commandant  (G-CMA/83)  U.  S.  Coast 
Guard  Headquarters,  Washington,  D.C.  20590.  Written  request 
must  be  signed  by  the  individual 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or 
Contesting  record  procedures:  by  visiting  Coast  Guard  Headquar¬ 
ters,  400  7th  street,  S.W.  Washington,  D.C.,or  the  local  Coast 
Guard  District  or  unit  office  for  the  area  in  which  The  application 
filed.  Proof  of  identity  will  be  required  prior  to  affording  an  in¬ 
dividual  access  to  records.  A  militaiy  identification  card,  a  dirver’s 
license,  or  similar  document  will  be  considered  suitable  identifica¬ 
tion. 

Record  source  categories:  Individual  and  applications.  National 
^ency  checks,  other  records  already  at  Coast  Guard  Headquarters 
if  any. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(kX2),  which  provide,  in  part,  that  invest- 
gatory  material  compiled  for  law  enforcement  piuposes  may  be 
witheld  from  disclosure  to  the  extent  that  the  identity  of  the  source 
of  the  information  would  be  revealed  by  disclosing  the  investgatory 
record,  and  the  source  has  received  an  express  guarantee  t^t  his 
identity  would  be  held  in  confidence  or  pnor  to  the  effective  date 
of  this  section,  if  the  source  received  an  implied  promise  that  his 
identity  would  be  held  in  confidence. 

DOT/CG  621 

System  name:  Detainee’s  Log  DOT/CG 
System  location: 

CommandiiK  Officer 

U.S.  Coast  Guard  Training  Center 

Cape  May,  N.J.  08204 

Categories  of  individuab  covered  by  the  system:  Military  personnel 
detain^  at  Coast  Guard  Training  Center,  Cape  May,  NJ. 

Categories  of  records  in  the  system:  Fhotogr^hs  of  persons 
detain^,  detention  orders,  release  orders,  inventory  of  personal  ef¬ 
fects,  data  card,  request  and  receipt  for  health  and  comfort  sup¬ 
plies,  work  and  training  report,  conduct  record,  medical  log,  offi¬ 
cial  travel  orders  (if  applicable),  mail  and  visiting  list,  court  orders 
or  orders  of  a  convening  authority  (if  applicable). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Prtkect  rii^ts  of  in¬ 
dividual,  monitor  behavior  patterns  of  the  individual  in  order  serv¬ 
ing  terms  of  nonjudkial  punishment  of  correctional  custody  to  ef¬ 
fect  rehabilitation,  prevent  suicide  attempts,  protect  the  property 
rights  of  the  indivioual,  insure  that  health  needs  of  the  individual 
are  met  and  recorded,  in  general,  all  relevant  facts  pertaining  to  the 
individual’s  detention  or  period  in  correctional  cusody.  Rec^s  are 
used  by  the  commanding  officer,  executive  officer,  legal  officer, 
personnel  officer,  medi^  officr,  and  personnel  assigned  to  the 
provost  department 

See  Prefatory  Statement  of  General  Routine  Uses. 

Poiidcs  and  practices  (or  storii^,  retrieving,  accessing,  retaiidng, 
and  diqiMising  of  records  in  the  system: 


Ston^:  Handwritten  and  typewritten  forms  and  notebooks, 
stored  in  file  ftdders. 

Retrievability:  By  name. 

Safeguards:  Locked  rooms  and/or  file  cabinets.  Content  of 
Records  accessed  by  screened  personnel  only. 

Retention  and  disposal:  Informal  log  entries  are  retained  for  six 
months  at  the  Training  Center,  unless  they  are  relevant  to  pending 
disciplinary  actions.  Formal  records  are  retained  at  the  Training 
Center  for  one  year.  All  records  are  disposed  of  by  burning. 

System  manager(s)  and  address: 

Chief,  Office  of  Personnel 
U.  S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Commandant  (G-CMA)  Same  address  as 
above.  Written  requests  must  be  signed  by  the  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  , 
writting  Commandant,  (G-CMA)  address  above  (h*  by  visiting  Coast 
Guard  Headquarters,  400  Seventh  Street,  S.W.  Washington,  D.C.  or 
by  writing  or  visiting  Commanding  (Officer,  U.S.  Coast  Guard 
Training  Center,  (Tape  May,  N  J.  08^.  Prior  written  notification  of 
personal  visits  is  required  to  insure  that  the  records  wiO  be  availa¬ 
ble  at  the  time  of  visit.  Proof  of  identity  will  be  required  prior  to 
release  of  records.  A  military  identification  card,  drivers  license  or 
similiar  document  will  be  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access 
Procedure* 

Record  source  categories:  Record  of  proceedings  under  Articte  15, 
UCMJ;  Records  of  Civil  arrest  or  aiqirehension  by  Military  Direct 
observations  by  watchstanders.  Some  information  is  provided  by 
clearance. 

DOT/CG  622 

System  name:  Military  Training  and  Education  Records  DOT/CXi 
System  location:  Commandant  (G-FTE)  U.S.  Coast  Guard 
Washington,  D.C.  20590 

District  and  Headquarters  Unit.  See  Appendix  1  for  locations. 
Categories  of  individuals  covered  by  the  system:  Coast  Guard  Mili¬ 
tary  Personnel 

Categories  of  records  in  the  system:  General  Service  Correspon¬ 
dence  Course 

Off-Duty  Education  Records 
Professional  Training  Records 
Non-traditional  Educational  Support  Records 
Achievement  and  Aptitude  Test  Results 
Academic  Performance  Records 
Correspondence  Course  Rate  Advancement  Records 
Military  Performance  Records 

Routine  uses  of  records  midntalned  in  the  system,  including  catego¬ 
ries  of  users  and  the  pinposes  of  such  uses:  Evaluation  and  measure¬ 
ment  of  training  performance. 

Statistical  summaries, 

Iiqiut  to  personnel  records. 

Partial  criteria  for  selection  and  admission  to 
service/professional  scluxds. 

Partial  criteria  for  selection  to  postgraduate  education 
programs. 

Criteria  for  admission  to  the  (Toast  Guard, 

Criteria  for  retention  in  service  schools,  and 
Criteria  for  promotion 

The  above  information  is  used  by  authorized  Coast  Guard 
personnel  in  performance  of  official  duties. 

Sm  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qfstem: 

Storage:  File  feeders  stored  in  file  cabinets 
Retrievabiltty:  Retrieved  by  name,  rate,  class  number 
Safepurds:  Reemds  are  kept  in  file  cabinets  in  offices  that  are 
locked  during  off-duty  hours.  Access  to  the  records  is  limited  to 
authorized  yeomen  and  training  administrators. 

Retention  and  dbpo^:  Personal  history,  service  history  and 
school  conduct  and  military  performance  records  are  kept  for  one 
year.  Academic  and  correspondence  course  records  are  kept  for 
five  years.  Aptitude  and  Achievement  Test  results  as  a  part  of 
training  and  education  records  are  kept  for  five  years.  Reemds  are 
destroyed  by  mutilating  shredding  or  burning. 

System  managerfs)  and  address:  Chief,  Office  of  Personnel 
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U.S.  Coast  Gaard  Headquarters 
Washiogtoo,  DC  20S90 

Hefteartea  pnwcdare:  Commandaot  (G-CMA) 

U.S.  Coast  Guard  Headquarters 

Washington,  DC  20S90 

Written  request  signed  by  die  individual. 

Eeeord  aeecss  proocdana:  Procedures  may  be  obtaued  by  writing 
Commandant  (G-CMA)  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  Street,  SW,  Washington,  D.C.  20S90,  or  by 
visit^  the  local  activity  wh^  assi^ied  for  traimng.  Prior  written 
notificatioa  of  personal  viats  is  required  to  insure  utot  the  records 
w31  be  available  at  the  time  of  visit.  Proof  of  identity  wUl  be 
requked  prior  to  release  of  records.  A  military  identification  card, 
Tver’s  license,  or  similiar  document  will  be  considered  suitaUe 
identification. 

Contesthig  raoord  procedures:  Same  as  ‘Ilecord  Access 
Procedures* 

Record  source  categories:  Official  military  personnel  records,  test 
results,  instructions  mid  superviscnrs. 

DOT/CG<28 

System  name:  Officer,  Enlisted,  and  Recruiter  Selection  Test  File 
DOT/CG 

System  locatfoo:  Commandant  (G-PMR),  U.S.  Coast  Guard, 
Washington,  DC  20S90 

Categories  of  faidividnals  covered  by  die  system:  Civilian  or  milita¬ 
ry  personnel  who  have  taken  the  foltowing  tests: 

U.S.  Navy  Officer  (Qualification  (OQT) 

U.S.  Navy  and  U.S.  Marine  Corps  Aviation  Selection  (AST) 

U.S.  Navy  Basic  Test  Battery  (BTB)  (retests) 

The  Cocmrative  Tests  for  Advanced  Electronic  Training  (AET 
TESTS) 

The  16  Personality  Factor  Test  used  for  screening  erf  enlisted 
personnel  for  reciuitiuig  duty. 

Professional  Examinatiewi  for  Merchant  Mariners. 

Categories  of  records  iu  the  system:  C^ard  files.  Answer  sheets. 
Rouduc  naes  of  records  maintafawd  hi  die  system,  including  odego- 
lics  of  users  and  the  purposm  of  such  uses:  The  records  are  kept  to 
provide  the  test  resiuts  if  an  apfrficant  (civilian  or  military)  ^fdies 
for  an  oHicer  program  or  is  alr^y  in  military  if  interest^  in  cer¬ 
tain  training  programs. 

Internal  Users: 

Officer  Recuriting,  Enlisted  Recruiting,  Enlisted  Personnd, 
Training  Programs,  Merchant  Marine,  Commanding  Officer, 
Enlisted  Personnel  District,  Perscmnel  offices.  Training 
Outers  and  Academy. 

Other  (jovernment  Agencies 

U.S.  Navy  Recruiting,  U.S.  Marine  Corps,  U.S.  Navy  Bureau 
of  Medicine  and  S^ery. 

See  Prefatory  Statement  of  General  Routine  Uses. 

PoUdes  and  practices  (or  storing,  retrieving,  accessing,  reteining, 
and  dteporiag  of  recoeds  in  the  system: 

Storage:  File  Ftrfders,  Case  Files 
RetrievabUity:  By  name. 

SMegnnrds:  Combination  -  type  safe.  Locked  files.  Test  results 
are  given  only  on  a  need  to  krow  basis  to  authorized  personnel. 
Only  custodian  of  safes  and  alternate  custodian  have  access. 

Rfhntinn  and  iHsposal:  Test  answer  sheets  destroyed  after  2 
years. 

Card  File  -  Destroyed  after  4  years. 

System  managriji)  and  addresK  diief ,  Office  of  Personnel 
U.S.  Coast  Guard  Headquarters 
Washington,  DC  20S90 

Notification  procedure:  Commandant  (G-CMA) 

U.S.  Coast  (juard  Headquarters 
WashingUm,  DC  20S90 

Record  accem  procednres:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  address  above,  or  by  visiting.  Coast  Guard 
Hradquarters,  4(X)  7th  Street,  S.W.,  Waslungton,  D.C.  Proof  of 
identity  will  be  required  prior  to  release  of  records.  A  military 
identificatkm,  drivers  license  or  similiar  document  will  be  con¬ 
sidered  sutiat^  identification. 

Coateatiag  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Individuals  concerned,  U.S.  Coast 
(hiard  recruiting  officii. 


qualifications  for  appointment  or  promotion  in  the  Federal 
service  may  be  wim^  from  disclosure  to  the  extent  that 
disclosure  of  these  records  would  compromise  the 
objectivky  of  fairness  of  &c  testing  or  examination  process. 

DOT(CGd2» 

System  name:  Enlisted  Benonnel  Record  System  DOT/CG 
System  location:  US  Coast  Guard  Headquwters,  Washnigton, 
D.C.  20S90.  Each  District  Office  and  Headquarters  Unit,  use  ap¬ 
pendix  1  for  locations. 

Categories  of  individnab  covered  by  the  systenu  Afl  enlisted  mem¬ 
bers  erf  the  Coast  Guard  now  serving  on  active  duty  (including  en¬ 
listed  mendiers  of  the  Reserve  on  extended  active  duty),  and  mem¬ 
bers  who  have  been  tenqxxarily  or  permanently  retired  or 
discharged. 

Categories  of  records  la  ttte  system:  Enlisted  contract  package, 
record  of  emergency  data,  leave  records,  performance  ratings,  ad¬ 
ministrative  remarks,  medical  records.  All  other  requisite  Coast 
Guard  personnel  forms,  and  pertinent  miscellaneous  correspon¬ 
dence. 

Routine  uses  of  records  mahitriurd  fas  the  qrstem,  iaclaiBng  cate^ 
lies  of  users  and  the  purposes  of  such  uses:  For  use  in  formulating 
all  Ckiast  Guard  personnel  actions  including,  but  not  limited  to,  as¬ 
signment,  promotion,  re-enHstment,  retirement,  discharge,  deter¬ 
mination  of  entitlen^t  to  pay  and  allowances,  correction  oi 
records,  and  discqrfinary  actions,  to  the  VA  for  determination  of  an 
individual’s  eligibility  for  benefits  administered  by  that  agency,  to 
medical  facilities  maintained  by  DHEW  in  conjunction  wiA  medKal 
treatment  affoided  an  individi]^. 

See  PrefaUny  StatemeiU  of  General  Routine  Uses. 

PoUdes  and  pnetioes  for  storing,  retrieving,  arressing,  rctaWng, 
and  disposbig  of  recoeds  fa  qpstenu 
Storage:  Records  maintained  fa  enlisted  fQes  record  jackets. 
Retrievability:  Records  are  retiievaUe  by  name  (rf  individual  or 
the  last  three  digits  of  the  individual’s  social  security  nunfaer. 

Safegimrds:  Records  maintained  at  Coast  Guard  Headquarters  are 
located  fa  a  central  storage  area,  locked  behind  two  separate  doors 
during  non-woridng  hours,  fa  building  with  roving  security  patrol. 
Recofds  at  fidd  units  are  maintained  fa  (jovernment  trfHce  building 
with  <rff  duty  hours  security  during  working  hours  access  to  records 
is  controDed  by  office  personnel. 

Retortion  and  dlqwwil:  Individual  recants  are  maintained  at  CG 
Headquarters  until  six  months  after  an  enlisted  menfaer  is 
dischaiged,  permanently  rriired  for  physical  disability,  or  retired 
for  years  service,  after  which  they  are  transmitted  to  the  National 
Personnel  Records  Center,  (Militi^  Personnd  Records),  GSA, 
9700  Page  Boulevard,  St  Loim,  Missouri,  vriiere  it  is  permanently 
stored.  In  the  case  mendiers  transferred  to  the  Reserve  their 
records  are  sent  to  Commandant  (G-RA-2/82)  after  separation  docu¬ 
ments  are  received. 

System  managerfs)  and  addwm;  Chief,  Office  of  Personnd.  US 
Coast  Guard,  Hea^uarters,  Washington.  DC  20590 
Notification  prooedare:  Commandant  (G-CMA)  US  Coast  Guard 
Headquarters,  Washington,  DC  20S90.  Written  request  must  be 
signed  by  individual. 

Record  accem  procednres;  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters,  400  7th  St,  SW,  Washington,  DC  or  the  local 
Coast  Guard  District  or  unit  administrative  officer  for  the  area  fa 
which  an  individual’s  duty  station  is  located.  Protrf  of  identity  will 
be  required  prior  to  affording  an  individual  access  to  records.  A 
military  identification  card,  a  driver’s  license,  or  similar  document 
will  be  considered  suitaUe  identifkation. 

Contestfag  record  procedures:  Same  as  record  access  procedures. 
Record  source  categories:  Information  is  obtained  from  the  in¬ 
dividual,  and  Coast  Cfaard  Officials. 

Systems  exempted  brom  certain  provMons  of  the  net:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
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provisions  of  S  USC  SS2a(kKS),  which  provides,  in  part,  that  in¬ 
vestigatory  material  complied  solely  for  Ae  purpose  of  determining 
suitability,  eligibility,  or  qu^ifications  for  Federal  civilian  enq>loy- 
ment,  military  service.  Federal  contracts,  or  access  to  classifi^  in¬ 
formation  may  be  witheld  from  disclosure  but  only  to  the  extent 
that  the  disclosure  of  such  material  would  reveal  tte  identity  of  a 
source  who  furnished  information  to  the  Government  under  an  ex¬ 
press  promise  tlmt  the  identity  of  the  source  would  be  held  in  con¬ 
fidence  of  this  section  under  an  implied  promise  that  the  identity  of 
the  source  woukl  be  held  in  confidence. 

Portions  of  this  system  of  records  may  be  exempt  from 
disclosure  under  the  provisions  of  S  USC  SS2a(kX7),  which 
provide,  in  part,  that  evaluation  material  used  to  determine 
potential  for  promotion  in  the  armed  services  may  be  witheld 
from  disclosure  but  only  to  the  extent  that  the  disclosure  of 
such  material  would  reveal  the  identity  of  a  source  who 
furnished  information  to  the  Government  under  an  express 
promise  that  the  identity  of  the  source  would  be  held  in 
confidence,  or,  prior  to  the  effective  date  of  this  section, 
under  an  implied  promise  that  the  identity  of  the  soruce 
would  be  held  in  confidence. 

DOT/CG  633 

System  name:  Coast  Guard  Personnel  Security  Program  DOT/CG 
System  locatkm:  Commandant  (G-PS/6)  U.S.  Coast  Guard 
Washington,  D.C.  20590 

Each  District  Office  and  Headquarters  Unit  use  Appendix  1 
for  locations. 

Categories  of  individuals  covered  by  the  system:  Coast  Guard  Mili¬ 
tary  Personnel. 

Coast  Guard  Civilian  Personnel 

Applicants  for  military  enlistment  or  appointment 

Applicants  for  civilian  positions. 

Categories  of  records  in  the  system:  Records  of  security  clearance 
granted.  Correspondence  and  requests  concerning  personnel  securi¬ 
ty  actions. 

Routine  uses  of  records  maintained  in  the  system,  including  calo¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  use  in  determining 
eligibility  for  access  to  classified  information  under  Executive 
Older  11652  and  suitability  for  sensitive  positions.  Categories  of 
users  include  use  by  Coast  Guard  employees  in  performance  of  of¬ 
ficial  duties  and  use  by  investigative  agents  of  other  federal  agen¬ 
cies. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retidning, 
and  disposing  (rf  records  in  the  system: 

Storage:  File  folder  -  3x5  Index  cards. 

Retricvability:  Records  are  retrieved  by  name  of  individual. 
Safeguards:  Records  are  kept  in  locked  cabinets  and  safes.  In¬ 
dividual  identification  is  required  for  users  of  records. 

Retention  and  dispel:  Upon  termination  of  employment  in¬ 
vestigative  files  for  civilians,  which  serve  as  a  basis  for  security 
clearances,  are  returned  to  the  Civil  Service  Commission.  Military 
clearances  based  on  documents  held  in  the  official  service  records. 
A  name  record  of  type  ofJnvestigation  is  kept  for  5  years  and  tlmn 
destroyed  by  burning. 

System  manager(s)  and  address:  Chief,  Office  of  Personnel,  U.S. 
Coast  Guard  Headquarters,  Washington,  D.C.,  20590. 

Notification  procedure:  Commandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 

Washington,  D.C.  20590 

Written  request  must  be  assigned  by  individual. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant  (G-CMA)  at  address  above,  or  by  visiting  U.S.  Coast 
Guard  Headquarters,  4(X)  7th  Street,  S.W.,  Washington,  D.C.  Proof 
of  identity  will  be  required  prior  to  affording  an  individual  access 
to  records.  A  military  identification  card,  a  driver’s  license,  or 
similar  document  will  be  considered  suitable  identification. 
Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Civilian  Personnel  -  Civil' Service  In¬ 
vestigative  Reports,  Personnel  Security  Clearance  requests  and 
forms  SF-85,  SF-86  and  SF-171.  Military  Personnel  Forms  DD-398, 
DD-365  and  CG  2765. 

Systems  exempted  from  certain  provisions  of  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 


provisions  of  5  USC  552a(kKS),  which  provides,  in  part,  that  in¬ 
vestigatory  material  compli^  s^ely  for  the  purpose  of  determining 
suitability,  eligibility,  or  qualifications  fm:  Federal  civilian  employ¬ 
ment,  m^tary  service.  Federal  contracts,  or  access  to  classing  in¬ 
formation  may  be  witheld  from  disclosure  but  only  to  the  extent 
that  the  disclosure  of  such  material  would  reveal  t^  identity  of  a 
source  who  furnished  information  to  the  Government  under  an  ex¬ 
press  promise  that  the  identity  of  the  source  would  be  held  in  con¬ 
fidence  or,  prior  to  the  effective  date  of  this  section,  under  an  im- 

?>lied  promise  that  the  identity  of  the  source  would  be  held  in  con- 
idence. 

DOT/CG  637 

System  name:  Appointment  of  Trustee  or  Guardian  for  Mentally  In¬ 
competent  Personnel  DOT/CG 
System  location:  Commandant  (G-PS) 

U.S.  Coast  Guard 
Washin^on  D.C. 

Each  District  and  Headquarters  Unit  use  Appendix  1  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Active  duty  and 
retired  Coast  Guard  military  personnel. 

Categories  of  records  in  the  system:  Case  files  containing  informa¬ 
tion  relating  to  the  mental  incompetency  of  certain  Coast  Guard 
personnel  Records  used  to  assist  (Toast  Guard  Officials  in  appoint- 
uig  trustees  for  mentally  incompetent  Coast  Guard  persons. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Authorized  Coast  Guard 
employees  in  performance  of  their  duties,  prospective  appointees, 
includihg  but  not  limited  to  relatives,  lawyers,  physicians  or  other 
designated  respresenlatives.  Veterans  Administration  upon  request 
for  the  determination  of  eligibility  for  benefits  administered  by  that 
agency. 

See  Prefatory  Statement  of  General  Routine  Uses. 

P(dicies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Locked  file  cabinet. 

Retrievabiiity:  Alphabetical  listing. 

Safeguards:  Stored  in  locked  file  cabinets.  Access  restricted  to 
representatives  of  incompetent.  Identification  required  such  as  a 
milit^  identification  card,  valid  state  driver’s  license,  or  other  pic¬ 
ture  identification  card. 

Retention  and  disposal:  Maintained  for  5  years  after  action  is 
conq)leted  then  destroyed. 

System  mani^erfs)  and  address:  Chief,  Office  of  Personnel 
U.S.  Coast  Guard  Headquarters 
Washington,  D.C.,  20590 
Notification  procedure:  Conunandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.,  20590 

Written  request  must  be  signed  by  trustee  or  guardian. 

Record  access  procedures:  Procedures  may  be  obtained  by  writing 
'  Commandant  (G-CMA)  at  address  above  or  by  visiting  Coast  Guard 
Headquarters,  400  7th  Street,  S.W.,  Washington,  D.C.  or  the  local 
Coast  Guard  District  or  unit  having  custody  of  the  records. 
Contesting  record  procedures:  Same  as  record  access  procedures. 
Record  source  categories:  Coast  Guard  officials,  legal  representa¬ 
tives  of  individuals  and/or  individuals  concerned,  and  complainants. 

DOT/CG  638 

System  name:  Drug  and  Alcohol  Abuse  Prevention  Program  Record 
System  DOT/CX3 

System  location:  Conunandant  (G-PS) 

U.S.  Coast  Guard 
Washington,  D.C.,  20590 

All  Coast  Guard  units  have  portions  of  duplicate  case  folders 
on  individuals  involved  in  the  program.  See  Appendix  1  for 
addresses. 

Categories  of  individuals  covered  by  the  system:  Active  duty  Coast 
Guared  officers,  enlisted  personnel  and  reserve  persormel;  retired 
and  separated  Coast  Guard  personnel. 

Categories  of  records  in  the  system:  Annotations  on  file  cards  of 
drug  abuse,  drug  exemptions,  drug  rehal^itation,  alcohol  rehabilita¬ 
tion  and  waiver  for  enlistment  in  the  Coast  Guard  cases. 
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Roatiac  of  record!  mdatiAMd  fai  the  system,  inclndi^  catego- 
fks  of  asers  aad  the  purposes  of  sach  ases:  Used  to  determine  extent 
of  drug  and  alcohol  problem  in  the  Coast  Guard;  to  evaluate  pro¬ 
gram  effectiveness:  to  maintain  the  integrity  ai  the  Coast  Guard 
drug  exemption  program  by  authorized  Coast  Guard  employees  in 
performance  of  their  c^ficiid  duties;  to  assist  the  U.S.  Navy  Dep^- 
ment  in  consonance  with  inpatient  treatment  at  Navy  Rehabihtatkm 
Center. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retaiiiing, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  on  file  cards  (S‘x8‘)  and  message 
file. 

Retrievability:  File  cards  are  indexed  by  name;  message  file  by 
date/time  group. 

Safegaards:  FQes  are  stamped  ‘For  Official  Use  Only*  and  main¬ 
tained  in  locked  filing  cabinet. 

Retentkm  and  disposal:  Disposal  schedules  are  under  develop¬ 
ment  and  will  be  in  accord  with  di^sal  schedules  of  the  Military 
Personnel  Record  System. 

System  nmnagerfs)  and  address:  Chief,  Office  (rf  Personnel 
U.S.  Coast  Guard  Headquarters 
400  7th  Street.  S.W. 

Washington,  D.C.,  20S90 
NotificatioB  procednre:  Commandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 

Washington,  D.C.  20S90 

Written  request  must  be  signed  by  individual. 

Record  access  proeedareg:  Procedures  may  he  obtained  by  writing 
Commandant  (G-CMA)  at  above  address  or  by  visiting  Coast  Guard 
Headquarters,  4(X)  7th  Street,  S.W.,  Wshington,  D.C.,  or  the  local 
Coast  Guard  District  or  unit  office  for  the  area  in  which  an  in¬ 
dividual’s  duty  station  is  located.  Proof  oi  identity  will  be  required 
prior  to  affording  an  individual  access  to  records.  A  m^tary 
identification  card,  a  driver’s  license,  or  similar  document  will  be 
considered  suitaMe  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Reports  of  drug  exemption;  reports  civil 
and  military  offenses  involving  drugs  alcolad;  rep^s  of  Coast 
Guard  Intelligence  Investigation,  recommendation  for  inpatient  drug 
or  alcohol  rehabilitation,  and  From  individual  personnel,  medical, 
and  security  records. 

DOT/CG  671 

System  name:  Biographical  Statement  DOT/CG  _ 

System  locatkio: 

Commandant  (G-A) 

U.  S.  Coast  Guard 
Washington,  D.C.  20S90 

Categories  of  individuals  covered  by  the  system:  Key  DOT  offi- 
cuds,  USCXj  officers 

Categories  of  records  in  the  system:  Individual  biographical  data 
Routiiir  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Public  Affairs  Staff  -  uses  records  for  publicity.  The 
Personnel  Office  -  uses  records  for  promotion. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  aad  practices  for  storing,  retrieving,  accessing,  retsiniiig, 
ami  disposing  of  records  in  the  system: 

Storage:  Paper  forms  and  correspondence  are  stored  in  filing 
calnnets 

Retrievability:  By  name 

Safeguards:  Personal  screening  prior  to  granting  access.  Stored  in 
building  having  roving  security  guards  during  non-working  hours. 

Reteatioa  and  disposal:  Transferred  to  historical  file  upon  ter¬ 
mination  of  active  duty 
System  managerfs)  and  address: 

Chief,  Office  oi  Public  and  International  Affairs 
U.  S.  Coast  Guard  Headquarters 
Washington.  D.C.  20590 
NotMcathm  procednre:  Commandant  (GCMA) 

U.S.  Coast  Guard  Headquarters 

Wash^ton,  D.C.  20590.  Written  request  must  be  signed  by 
individual. 


Record  access  procedures:  Procedures  nuy  be  obtained  by  writing 
Conunandant,  (G-CMA)  at  address  above  or  by  visiting  Coast 
.Guard  Headquarters,  400  7th  St,  S.W.  Waslungton,  D.C.  20590. 
Proed  of  identity  will  be  ^uired  prior  to  granting  access.  A  mffita- 
ry  identification  card,  drivers  license,  or  .similar  document  will  be 
considered  suitable  identification. 

Contesting  record  procedures:  Same  as  ‘Record  Access 
Procedure* 

Record  source  categories:  Individual  named  in  file 
DOT/CG  676 

System  name:  Official  (Doast  Guard  Reserve  Service  Record 

DOT/CG 

Systan  location:  COMDT  (G-RA),  U.S.  (Toast  (juard,  Washing¬ 
ton,  D.C.  20590. 

National  Personnel  Records  Center  (Military  Personnel 
Records)  GSA,  9700  Page  Blvd.,  St.  Louis.  MO  63132  (For 
(rfficial  records  on  discharge  retired,  and  separated  framer 
members) 

Each  Coast  Guard  District  (r)  (rffice  (for  district  records) 
Catc^uries  of  individnals  covered  by  the  system:  Reserve  officer 
and  eiiUsted  persoimel  (not  on  extended  active  duty)  in  an  active, 
inactive,  retired,  discharged,  separated  or  former  member  status; 
including  those  Reservists  released  from  extended  active  duty  to 
fulfill  a  specified  term  ot  oUigated  inactive  reserve  service. 

Enrolled  and  disenn^led  members  of  the  Tenqiorary  Coast 
Guard  Reserve. 

Categories  of  records  in  the  system:  Official  career  history  (rf  each 
Reservist  including  (as  applies^):  Enlistment  contract  or  Oath  of 
Office,  Record  of  Emergency  Data,  Training  Courses/Educational 
achievements,  Rate/Grade/Rating  qualificatkxis,  leave  record,  per¬ 
formance  of  duty  marks/fitness  reports,  medals  and  comme^a- 
tions,  record  of  sea  duty/duty  outside  continental  United  States, 
statements  of  creditable  and  framer  service,  including  pay  base 
date,  statements  and  con^mtations  of  retirement  points,  offi^  or¬ 
ders,  and  correspondence  pertaining  to  any/aU  oi  the  above. 

Routine  uses  of  records  maintained  in  the  system,  incinding  catego¬ 
ries  oi  users  and  tte  purposes  of  sach  uses: 

Fulfilment  of  normal  administrative  personnel  procedures 
including  examining  and  screening  for  completeness  and 
accuracy  records  and  crarespoadence  pertaining  thereto. 

Screenir^  (rf  service  records  for  ^vancement,  promotion,  or 
retention  of  individual  Reservists  by  various  Reserve  Boards. 

Answerir^  of  (Torigressional  and  personal  inquiries  initiated  by 
the  individual  u^ose  recrad  is  concerned. 

Preparation  of  frams,  statements,  cort^rflations  and 
computations  necessary  in  the  daily  persoruiel  administration 
of  each  individual  entering,  reentering  or  leavirtg  the  Coast 
Guard  Reserve.  (Routine  personnd  administration  requires 
copies  oi  this  and  other  service  record  material  to  be 
included  in  adnunistrative  files  physically  separated  from  the 
record;  however,  the  original  copy  td  this  material  wfll  be 
includ^  in  the  official  service  record  maintained  at  Coast 
Guard  Headquarters. 

Furnishing  (rf  i^ormation  (authorized  and  ^[lecified  by  the 
individu^  concerned)  to  other  agencies  or  individuals 
(specified  by  the  individual  concerned)  normally  concerned 
with  employment,  educational  or  Veterans  benefits,  claims, 
or  ai^lications. 

Furnishing  specified  material  in  a  Reservist’s  service  record 
pursuant  to  the  order  of  a  court  of  competent  jurisdiction. 

Used  by: 

Individual  upon  whom  records  are  kept  (personal  review). 

File  clerks  and  personnel  from  the  Office  (rf  Reserve, 
Administration,  Training,  and  Programs  Divisions  in  the 
normal  performance  (rf  their  duties. 

Other  personnel  within  the  Coast  Guard  in  the  normal 
performance  of  their  duties,  as  authorized  by  the  Chief, 
Reserve  Administration  Division  or  his  designated 
representative. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Polktes  and  practices  for  storbig,  retrieviiig,  accessing,  retahring, 
and  disposing  of  records  bi  the  qrstem: 

Storage:  Records  maintained  on  paper  assembled  and  filed  in  one 
official  service  record  per  member. 

Retrievability:  Individual  Sovice  Records  are  indexed  and 
retrievable  by  name  and/or  triple  terminal  digit  (rf  member’s  service 
number. 
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Safeguards:  Service  records  are  maintained  in  a  central  storage 
area  locked  behind  two  separate  doors.  During  non-working  hours 
the  building  security  consists  of  roving  and  static  security  patrols. 
During  working  hours  physical  access  to  records  is  controlled  by 
Records  Control  Branch  personnel. 

Retention  and  disposal:  Individual  records  are  maintained  at  CG 
Headquarters  until  six  monUis  after  an  enliste  member’s  separation 
from  the  service  (three  months  for  officers),  after  which  it  is  trans¬ 
mitted  to  Ae  (MPRC)  Military  Persoimel  Record  Center  National 
Personnel  Records  Center  (NPRC),  9700  Page  Blvd.,  St.  Louis,  MO 
where  it  is  permanently  stored.  In  the  case  of  retired  members,  the 
service  record  is  shipp^  to  NPRC  upon  retirement. 

System  managerfs)  and  address: 

Chief,  Office  of  Reserve  (G-R) 

U.S.  Coast  Guard  Headquarters 
400  7th  Street  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Inquiry  requests  for  determination 
whether  this  system  contains  records  on  an  individual  should  be 
made  by  that  individual,  in  person  or  in  writing  to  Commandant 
(GOCMA)  USGC  Headquarters  Washington  D.C.  20590.  Written 
requests  must  be  signed  by  the  individual  and  must  include  the 
member’s  name,  socim  security  number  and/or  reserve  number. 

Record  access  procedures:  Procedures  for  access  mdy  be  obtained 
from  Commandant  (G-CMA)  at  the  address  above,  or  by  visiting 
Coast  Guard  Headquarters,  400  7th  St.  S.W.  in  which  an  in¬ 
dividual’s  duty  station  is  located.  Proof  of  identity  will  be  required 
prior  to  affording  an  individual  access.  AikI  may  consist  of  a  milita¬ 
ry  identification,  drivers  license,  or  other  suitable  identification. 
Contesting  record  procedures:  same  as  Record  Access  Procedure. 
Rmrd  source  categories:  Information  contained  in  a  member’s 
service  record  is  obtained  from  the  individual  concerned,  C.G. 
Headquarters,  District  offices  and  other  C.G.  units.  Washmgtra, 
D.C.  or  the  local  Coast  Guard  District  for  the  area 
Systems  exempted  from  certain  provisions  the  act:  Portions  of 
this  system  of  records  may  be  exempt  from  disclosure  under  the 
provisions  of  5  USC  552a(k)  (5),  which  provide,  in  part,  tlukt  in¬ 
vestigatory  material  complied  solely  for  the  purpose  of  determining 
suitability,  eligibility,  m-  qualifications  for  Federal  civilian  enq)loy- 
ment,  military  service.  Federal  contracts,  or  access  to  classing  in¬ 
formation  may  be  witheld  from  disclosure  but  only  to  the  extent 
that  the  disclosure  of  such  material  would  reveal  tte  identity  of  a 
source  who  furnished  information  to  the  Government  under  an  ex¬ 
press  promise  that  the  identity  of  the  source  would  be  held  in  con- 
h^nce  or,  pritM-  to  the  effective  date  of  this  section  under  an  im¬ 
plied  promise  that  the  identity  of  the  source  would  be  held  con¬ 
fidence.  Portions  of  this  system  of  records  may  be  exempt  from 
disclos^  under  the  provisions  of  5  USC  552a  (k)  (7),  whidi  pro¬ 
vides,  in  part,  that  evaluation  material  used  to  determine  potential 
for  promotion  in  the  armed  services  may  be  witheld  from  disclo¬ 
sure  but  only  to  the  extent  that  the  disclosure  of  such  material 
would  reveal  the  identity  of  a  source  who  furnished  information  to 
the  Government  under  an  express  promise  that  the  identity  of  the 
source  would  be  held  in  confidence,  or,  prior  to  the  effectiveness 
date  of  this  section,  under  an  implied  promise  that  the  identity  of 
the  source  would  be  held  in  confidence. 

DOT/CG  677 

System  name:  Coast  Guard  Reserve  Personnel  Mobilization  System 
DOT/CG 

System  location:  COMDT  (G-RP/82),  Washington,  D.C.  20590. 
Commander  (r)  in  each  Coast  Guard  District  Office  (exc^t 
17th).  Each  District  and  Headquarters  Unit  in  Appendix  I  for 
locations. 

Categories  of  individuals  covered  by  the  system:  Reserve  (tfficer 
and  enusted  personnel  (not  on  extended  active  duty)  in  an  Active 
or  Retired  status;  includi^  those  Reservists  rel^sed  from  ex¬ 
tended  active  duty  to  fulfill  a  specified  term  of  obligated  inactive 
Reserve  service. 

Categories  of  records  in  the  system: 

Mobilization  and  qualification  cards  and  orders. 

Initial,  Annual,  and  Retired  Screening  and  (^ualificatkm 
Questionaires. 

Routine  uses  of  records  maintained  in  die  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Fulfillment  of  normal  ad¬ 
ministrative  procedures  including  the  examining  and  screening  for 
completeness  and  accurancy  of  records,  correspondence  pertaining 


thereto  as  a  basis  for  assignment  to  active  duty  for  training;  special 
active  duty  for  training  or  extended  active  duty  and  mobilization 
billets.  Users  of  these  Records  are  Coast  Guard  employees  in  per¬ 
formance  of  official  duties. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Polidcs  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiiig  of  record  in  tte  system: 

Storage:  Records  maintained  on  paper,  punched  cards  and  mag¬ 
netic  tape 

Rririevability:  Individual  Reservists  are  indexed  by  name  and/or 
Social  Security  Account  number 

Safeguards:  Saf^uards  and  controls  afforded  this  system  of 
records  are  similar  to  those  normally  employed  ‘For  Official  Use 
Only'  material,  both  at  Headquarters  and  District  Offices,  i.e. 
Records  are  maintained  in  locked  secure  areas  when  not  in  use  and 
personnel  screening  prior  to  granting  access. 

Re^tion  and  disposal:  Individual  reewds  are  maintained  at  CG 
Districts  and  at  Headquarters  throughout  the  members  active 
Reserve  status  and  during  any  period  in  a  Retired  Status  thereafter 
(^  applicable,  and  for  as  long  as  that  member  is  considered  a  mo- 
bilizable  resource).  Also  ‘dead  file'  is  often  maintained  for  those 
Reservists  transferred,  discharged,  or  otherwise  separated.  TUs 
procedure  varies  fimn  District  to  District. 

The  majority  of  records  in  this  system  (in  any  form)  are 
genei^y  destroyed  immediately  after  the  expiration  of  their 
useful  life,  except  those  retained  in  the  aforementioned 
‘dead  files’  (which  are  subsequently  destroyed  one  year  after 
placement  in  the  file).  The  major  exceptions  to  this  policy 
are  the  Screening  and  (Qualification  Questionaires,  which  are 
filed  in  the  Reservists  District  Service  Record.  Records  are 
destroyed  by  mutilating,  shredding  r  burning. 

System  managerfs)  and  address: 

C^f,  Office  of  Reserve  (G-R) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Commandant  (G-CMA) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Written  request  must  be  signed  by  the  individual 

Record  access  procedures:  Individual  should  contact  Commandant 
(G-CMA)  for  access  to  Headquarters  maintained  records  or  if 
record  location  is  unknown.  For  records  maintained  at  the  District 
individual  should  contact  the  Commander  (r)  at  the  District  to 
which  the  individual  is  assigned.  Refer  to  appendix  1  for  address. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 

Record  source  categories:  Information  contained  in  this  system  of 
reewds  is  obtained  from  the  foUowii^  sources:  the  individual  him¬ 
self,  CG  Headquarters,  and  CG  District  (Offices. 

DOT/CG  6Tt 

System  name:  Reserve  Master  Personnel  File  (Automated)  DOT/CG 

System  location:  Commandant  (G-RA/82),  U.S.  Coast  Guard, 
Washington,  D.C.  20590. 

Clategories  of  individuals  covered  by  the  system:  Reserve  officers 
and  enlisted  personnel  in  an  active  and  inactive  status,  with  the  ex- 
eeption  of  Retired  Reserve,  including  those  Reservists  released 
from  extended  active  duty  to  fulfill  a  specified  term  of  inactive 
obligated  service. 

Categories  of  records  in  the  system:  Record  of  various  personnel 
accounting  data  includi^;  name,  social  security  account  number, 
service  number,  educational  background,  district  and  unit  assign¬ 
ment  and  date  assigned,  status,  date  of  birth,  dates  of  enlistment, 
appointment,  or  extension,  expiration  of  obli^tion,  anniversary 
year,  data  on  pay  base  date,  aviation  pay,  training  rating.  Reserve 
cat^ory  and  class,  training/pay  category,  number  of  dependents. 
Federal  witholding  exemptions.  Selective  Service  induction  certifi¬ 
cation,  completion  of  correspondence  courses.  Ready  Reserve 
obligation,  officer  designator,  last  screening  date,  civili^  occupa¬ 
tion,  date  of  last  Natick  Agency  check,  date  last  physical,  immu¬ 
nization  dates,  date  of  comi^tion  of  extended  active  duty,  and  an¬ 
nual  training  date. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purpom  of  such  uses:  Records  used  for 
Reserve  personnel  administration  purposes. 

See  Prefatory  Statement  of  General  Routine  Uses. 
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Records  are  used  by  authorized  Coast  Guard  employees  in 
performance  of  (rfficial  duties  in  maintaining  the  system 
through  routine  personnd  transaction  inputs,  updates,  and 
corrections. 

Used  by: 

Personnel  from  the  Office  of  Reserve  Administration,  Training, 
and  Programs  Divisions  in  the  normal  performance  of  their 
duties,  as  authorized  by  the  Chief,  Reserve  Administration 
Division  or  his  designated  representative. 

Personnel  within  Coast  Guard  Headquarters  in  the  normal 
performance  of  their  duties,  as  authorized  by  the  Chief, 
Reserve  Administration  Division  or  his  designated 
representative. 

Policies  and  practices  for  storhig,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  on  magnetic  tape 
Retrievd>ility:  Individuals  in  the  system  are  indexed/retiieved  by 
name  and/or  triple  terminal  digit  of  member’s  service  number. 

Safeguards:  Magnetic  tapes  are  stored  in  locked  storage  area 
when  not  in  use  and  are  accountable  and  accounted  for  at  all  times 
during  actual  use.  Personnel  screening. 

Retention  and  disposal:  Magnetic  tapes  are  used,  corrected  and 
updated  until  the  tape  becomes  physic^y  deteriOTated  after  vrfiich 
it  is  destroyed. 

System  managerfs)  and  address: 

Chief,  Office  of  Reserve  (G-R) 

U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590 

Notification  procedure:  Requests  to  determine  vrfiether  this 
system  contains  information  on  any  individual  should  be  made  in 
person  or  in  writting  to  Commandant  (G-CMA).  U.S.  Coast  Guard 
Headquarters,  Washington,  D.C.  Written  request  must  be  signed  by 
individual. 

Record  access  procedures:  Procedure  may  be  obtained  by  writing 
Commandant  (G-CMP)  at  address  above,  or  by  visiting  Coast 
Guard  Headquarters  7th  St,  S.W.  Washinj^on,  D.C.  or  the  local 
Coast  Guard  District  for  the  area  which  can  individuals  duty  station 
is  located.  Proof  of  identity  will  be  i^uired  prior  to  affording  an 
individual  access  to  records.  A  milit^  identification  card,  a 
drivers  license  or  similar  document  will  be  considered  suitable 
identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Information  contained  in  a  member’s 
service  record  is  obtained  from  the  following  sources:  the  in¬ 
dividual  himself,  CG  Headquarters  and  CG  District  Offices  and 
various  operating  units  of  the  Coast  Guard. 

DOT/CG686 

System  name:  Coast  Guard  Motor  Vehicle  Operator  Permit 
DOT/CG 

System  location:  EMstrict  and  Headquarters  Unit  Safety  Offices, 
See  Ai^ndix  I,  for  location 

Categories  of  individnals  covered  by  the  system:  Licensed  Coast 
Guard  employees 

Categories  of  records  in  the  system:  Statement  of  driving  history 
and  drive  test  results 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
rics  of  users  and  the  purposes  of  such  uses:  Used  by  authorized 
Coast  Guard  Officials  for  licensing  Coast  Guard  employees  to  ena¬ 
ble  them  to  drive  on  Coast  Guard  property. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Applications  (CG  3308)  are  stored  in  file  cabinets. 
RcCrtevabUity:  Retrieved  by  name/service  number 
Safegnards:  Locked  files 
Retention  and  disposal:  5  years 

System  managerfs)  and  address:  Chief,  Safety  Programs  Division 
U.S.  Coast  Guard  Headquarters 
Washington,  D.C.  20590  ^ 

Notification  procedure:  Contact  Commandant  (G-CMA),  US 
Coast  Guard  Headquarters,  Washington,  D.C.  20590.  Written 
request  must  be  signed  by  the  individu^. 


Record  access  procedures:  Procedures  may  be  obtained  by  writing 
Commandant,  (G-CMA)  at  address  above  or  by  visiting  Coast 
Guard  Headquarters,  4()0  7th  St.  S.W.,  Washington,  D.C.  20590  or 
the  local  Coast  Guard  District  or  unit  office  for  the  area  in  wUch 
duty  station  is  located.  Proof  of  identity  will  be  required  prior  to 
grantmg  access.  A  miliu^  identification  card,  driver’s  license  or 
similW  document  is  considered  suitable  identification. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 

Record  source  categories  Individual  submission,  accident  ex¬ 
perience,  and  driver’s  examination. 

DOT/FAA827 

System  name:  Enviromnental  Litigation  Files  DOT/FAA 
System  location:  Located  in  the  Office  of  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individnals  covered  by  the  system:  Litigants,  wit¬ 
nesses,  plaintiff’s  attorney,  FAA  atomey.  Department  of 
Categories  of  records  in  the  system:  Litigation,  pleadings, 
discovery  material  related  documents  Justice  Attorney,  etc. 

(including  background  data  on  individual  involved),  memoranda, 
correspondence,  and  <Hher  material  necessary  to  respond  to  claim 
or  prepare  for  litigation  or  hearings.  • 

Routine  uses  of  records  maintairwd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Liti^tion;  documents 
are  produced  or  used  m  and  for  litigation  disclosure  to  the  Depart¬ 
ment  of  Justice. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practioes  for  storing,  retrieving,  accessing,  retaining, 
and  dUsposing  of  records  in  die  system: 

Stora^:  File  folders  stored  in  locked  and  unlocked  file  cabinets 
and  individual  attimiey’s  offices. 

Retrievability:  Retrieved  by  csqiition  of  the  particular  litigation. 

Safegnards:  Access  by  Office  of  (Thief  Counsel  personnel  only. 

Retention  and  disposal:  Ffles  are  kept  for  two  years  after  case  has 
been  closed  and  then  sent  to  Records  Center. 

System  manager(s)  and  address:  (Thief,  Environmental  Staff,  Of¬ 
fice  erf  (Thief  Counsel,  FAA,  800  Independence  Avenue,  SW, 
Washington,  DC,  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  tl^  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conteteiiig  record  procedures:  Individuals  who  desire  to  contest 
information  about  tlwmselves  contained  in  this  system  or  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee,  900  Independence  Ave.,  S.  W.,  Washington,  D.  C. 

20591 

Record  source  categories:  Federal  courts,  individuals  and  their  at¬ 
torneys,  FAA  records,  litigation  files,  etc. 

DOT/FAA  800 

System  name:  Aviation  Medical  Certification  System.  DOT/FAA 
System  locatkm:  Aeromedical  Certification  Branch,  Aeronautical 
Center,  Oklahoma  City,  Oklahoma  73126.  Regional  Flight  Surgeons 
in  all  regional  headquarters. 

(Tategories  of  individuals  covered  by  the  system:  Current  cer¬ 
tificated  airmen,  airmen  whose  certificates  have  expired,  airmen  re¬ 
jected  for  medical  certification,  airmen  with  special  certification, 
airmen  who  are  deceased. 

(Tategories  of  records  in  the  system:  This  system  consist  of  a 
variety  of  records  that  are  required  to  determine  the  physical  condi¬ 
tion  of  an  individual  with  respect  to  the  medic^  standards 
established  by  the  FAA.  These  files  contain  medical  examination 
by  an  Aviation  Medical  Examiner,  X-Rays,  EKG’s,  lab  reports 
hospital  records,  treating  or  examining  phvsician  reports,  consultant 
reports,  c<q>ies  of  correspondence,  worksheets,  summaries,  peti¬ 
tions  for  review  by  the  National  Transportation  Safety  Board, 
medical  exemption  reccuds,  letters  of  ^^>^ls  for  exemptions.  Air 
Traffic  (TontroUer  psychological  tests,  memcal  history  tapes. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  these 
records  is  used  or  may  be  used: 

By  agency  officials  fm:  purposes  (rf  review  in  connections  with 
^peals  and  petitions  for  waiver  of  medical  standards. 

1 
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By  agency  officials  for  purpose  of  reviewing  applicants  request 
for  FAA  employment  that  require  medical  certifications, 
such  as  air  traffic  controllers,  FAA  pilots,  etc. 

To  provide  data  for  the  Automated  Medical  Certification  data 
base. 

To  provide  data  for  the  Automated  Comprehensive  Aimum 
‘  formation  System.  (CAIS) 

To  provide  statistical  reports  for  internal  use,  to  Congress, 
other  Federal  agencies  and  the  public  on  the  characteristics 
of  the  pilot  population. 

To  provide  information  for  Federal,  state  and  local  agencies 
maintaining  civil,  criminal  or  other  relevant  information  or 
other  pertinent  operational  purposes,  such  as  validating 
airman  qualification  by  supplies  relevant  information  to  an 
agency  concerning  the  hinag  or  retention  of  an  employee  or 
the  issuance  of  a  grant  or  o&er  benefit 
To  refer  where  there  is  an  indication  of  a  violaton,  or  potential 
violation  of  law,  whether  civil,  criminal,  or  regulatory  in 
nature,  to  the  appropriate  agency  whether  Federal,  state  or 
local  chided  wiA  the  responsibility  of  investigating  or 
prosecuting  such  violation  or  charged  with  enforcing  or 
implementing  the  statute,  or  rule,  r^iulation,  or  order  issued 
pursuant  thereto. 

As  a  data  source  for  management  information  for  production 
of  summary  descriptive  statistics  and  analytical  studies  in 
support  of  the  function  for  which  the  rectos  are  collected 
and  maintained. 

To  respond  to  general  request  for  statistical  information  under 
the  Freedom  of  Information  Act,  or  to  locate  specific 
individual  for  a  variety  of  personnel  management  function. 

To  provide  data  to  the  Automated  Medical  Ifistm^  tape 
system. 

See  prefatory  statement  of  general  routine  uses. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qrston: 

Storage:  File  cabinets,  punch  cards,  and  magnetic  tape  files. 
Retrievability:  Records  are  indexed  by  name,  date  of  birth,  and 
sex  -  Special  cases  are  indexed  and  retrieved  by  Pathological 
number. 

Safeguards:  Records  are  maintained  in  steel  ffle  cabinets  and 
electrievers  which  are  locked  when  not  in  use.  All  fUes  are  main¬ 
tained  in  a  secured  work  room  limited  to  those  whose  duties 
require  access. 

Tape  and  punch  cards  are  maintained  in  secured  computer 
center.  When  not  in  use,  tapes  are  stored  in  fire  proof  tape 
libaiy  within  the  center;  punch  cards  are  stored  in  steel  file 
cabinets  in  work  area. 

Retention  and  dfsposal:  Medical  Examination  paper  records  are 
retained  for  oae  year  past  date  of  examination.  Ine  last  two  ex¬ 
amination  records  are  retained  on  magnetic  tape.  As  a  new  record 
is  received,  the  oldest  record  is  put  on  to  the  hisUny  file.  All 
Path(rfogical  records  are  retained  indefinitely. 

Systan  manages)  and  address:  Records  from  Master  Files: 
Chief,  Aeromedicd  Certification  Branch,  Aeronautical  Center, 
Oklahoma  City  Oklahoma,  73126 

Records  from  Regional  Files:  Regional  flight  surgeon  within 
Region  where  examination  was  conducted. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  lecrmls  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  or  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  Information  is  obtained  from  Aviation 
Medical  Examiners,  individuals  themselves,  consultant,  hospitals, 
treating  or  examining  physicians,  other  government  agencies,  tests 
taken  by  individual,  special  studies  such  as  Mood  test,  and  in  some 
rare  cases,  records  supplied  by  other  persons  or  agencies. 

DOT/FAA  801 

System  name:  Aircraft  Registration  System  DOT/FAA 


System  location:  Aircraft  Registration  Branch,  Aeronautical 
Center,  Oklahoma  City  Oklahoma  73126.  Portions  these  records 
are  located  in  Gener^  Aviation  District  Ctffice  (GADO’s)  in  Air 
Carrier  District  Offices  (ACDO’s),  and  in  Flight  Standards  District 
Offices  (FSDO’s). 

Categories  of  individoals  covered  by  the  syrtem:  This  system 
identifies  aircraft  owners,  partners,  corporations,  lien  holders, 
operators,  and  lessees. 

Categories  of  records  in  the  sy^m:  This  system  consists  of  a  se¬ 
ries  of  records  that  identify  aircraft  types,  current  certification 
statw  and  ownership  of  registered  aircraft,  aircraft  to  be  registered, 
or  aircraft  that  have  been  registered  and  are  now  temporarily  dere¬ 
gistered.  These  records  contain  information  about  N  -  Number  as- 
sigrunent,  airworthness  of  aircraft,  bills  of  sale,  application  for  cer¬ 
tification  of  amateur  aircraft,  major  repairs  and  alterations  main¬ 
tenance  inspection  formss,  revalidation  and  use  form,  lien  and  col¬ 
lateral  documents. 

Rontiiie  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  that  air¬ 
craft  are  registered  in  accordance  with  the  provision  of  the  Federal 
Aviation  Act  of  1958. 

To  support  investigative  efforts  of  investigation  and  law 
enfOTcement  agencies  of  Federal,  state,  and  foreign 
governments. 

To  serve  as  a  repository  of  legal  documents  used  by 
individuals  and  title  search  companies  to  determine  the  legal 
ownership  of  an  aircraft. 

To  provide  aircraft  owners  and  operators  information  about 
potential  mechnical  defects  or  unsafe  conditions  of  their 
aircraft  in  the  form  of  airwortheness  directives. 

To  provide  supportative  information  in  court  cases  concerning 
liability  of  individual  in  law  suits. 

To  serve  as  a  data  source  for  man^ement  information  for 
production  of  summary  descriptive  statistics  and  analytical 
studies  in  suppeut  of  agency  functions  for  which  the  records 
are  collected  and  maintained. 

To  respond  to  general  requests  from  the  aviation  community  or 
the  public  for  statistical  information  under  the  Freedom  of 
Information  Act  or  to  locate  specific  individuals  or  specific 
aircraft  for  accident  investigation,  violation,  or  other  safety 
related  requirements. 

To  provide  data  for  the  automated  aircraft  registration  master 
.  file. 

To  provide  documents  for  microfiche  backup  record. 

To  provide  data  for  development  of  the  aircraft  registration 
statistical  system. 

To  prepare  an  Aircraft  Registry  in  magnetic  tape  and 
pubheation  form  required  by  ICAO  agreement  containing 
information  on  aiici^t  owners  by  name,  address,  N-Number 
and  type  aircraft  used  fmr  internal  FAA  safety  program 
puip^s  and  also  available  to  the  puUk  (individu^s, 
aviation  organizations,  direct  mail  advertisers.  State  and 
local  governments,  etc.)  upon  payment  of  user  charges 
reimbursing  the  the  Fedei^  Government  Government  for  its 
costs. 

See  prefatory  statement  of  general  routine  uses. 

Policks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders,  magnetic  tape, 
punch  cards,  and  on  microfiche. 

Retrievabili^:  Records  are  filed  by  aircraft  N  -  Number,  but  may 
and  are  quite  frequently  retrieved  by  name  of  the  individu^  aircraft 
owners  or  operators. 

Safeguards:  Records  are  stored  in  open  shelves  in  a  room  that  is 
open  only  to  authorized  employees  and  by  special  permission.  Mag¬ 
netic  tapes  are  maintained  in  secure  data  processing  area  accessed 
by  pass  only.  Backup  cc^es  of  microfiche  are  kept  in  a  fire  proof 
vault  and  storage  room. 

Retention  and  disposal:  Punch  cards  are  kept  in  file  in  workii^ 
area,  destroyed  after  magnetic  tape  is  complete.  Microfiche  is 
retained  indefinitely.  Aircraft  registration  files  are  retained  until 
deregistered,  held  in  N  -  Number  file  system  for  two  years,  then 
sent  to  storage  in  Fmt  Worth  Federal  Records  Center.  Destruction 
is  not  authorized. 

System  managerfs)  and  address:  For  official  agency  records,  con¬ 
tact:  Chief,  ^rcraift  Registration  Branch,  Aeronautical  Center, 
Oklahoma  City,  Oklahoma  73126,  or  Chief  of  the  nearest  GADO, 
ACDO,  or  FSDO. 
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Notification  procedure:  Individuals  wishing  to  know  if  their 
recowds  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  accea  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  or  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C. 
20591 

Record  Murce  categories:  Information  is  collected  from  in¬ 
dividuals,  manufacturer’s  of  aircraft,  maintenance  inspectors, 
mechanics,  and  FAA  officials. 

DOT/FAA  803 

System  name:  General  Aviation  Medical  Accident  System 

DOT/FAA 

System  location:  Aeromedical  Certification  Branch,  Aeronautical 
Center  Oklahoma  City,  CMdahoma,  73126 
Categories  of  individuals  covered  by  the  system:  Pilots  involved  in 
aircraft  accidents 

Categories  of  records  in  the  system:  Reports  of  fatal  accidents,  au¬ 
topsies,  toxcrfogical  studies,  AME’s  reports,  medical  record  print 
outs,  nonfatal  reports,  injury  reports,  accident  name  cards,  mag¬ 
netic  tape  records  of  fatal  aeddents.  Psychological  autopsy,  con¬ 
sulting  pathologist  summary  of  findings. 

Roofine  uses  of  records  maintained  in  the  systm,  including  cat^o- 
rics  of  users  and  the  purposes  of  such  uses:  To  identify  and  monitor 
airman  having  aeddents  or  inddents,  analyze  medical  data  for 
regulatory  purposes,  research  studies  of  causes  of  accidents, 
pronoote  aviation  safety. 

Data  is  supplied  to  the  National  Transportation  Safety  Board 
(NTSB)  under  requirements  (rf  FAA  accident  investigation 
authority  delegated  to  it  by  the  Board. 

Supportive  information  in  court  cases  concerning  individual 
medical  fitness  or  medical  mishap  that  may  or  may  not  relate 
to  the  cause  of  the  accident. 

Repository  of  legal  documents  that  relate  to  individual’s 
physical  status  or  condition  used  to  determine  statistically 
the  validity  of  FAA  Medical  Standards. 

As  a  data  source  for  management  information  for  producing 
summary  descriptive  statistics  and  analytical  stupes  in 
support  of  agency  functions  fm-  which  the  records  are 
crnlected. 

Used  in  develc^ing  professional  papers  that  are  distributed  to 
various  aviation  and  medical  groups  for  evaluation  and 
study.  To  inform  the  aviation  corrununity  of  medical  findings 
related  to  flight  saftey. 

To  provide  data  for  the  automated  Medical  Accident  System. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  acceasiiig,  retaining, 
and  disposing  of  records  in  the  system: 

Stor^:  Records  are  maintain  in  file  folders  punch  cards  and  on 
magnetic  tape. 

Retrievability:  Records  are  filed  by  accident  number  cross 
referenced  by  name  of  pilot.  Punch  cards  are  maintained  in  name 
order.  Magnetic  tapes  are  filed  in  accident  number  order  and  are 
Cross  referenced  by  name.  Records 'are  quite  often  retrieved  by 
name. 

Safeguards:  Records  are  stored  in  lockable  file  cabinet  in  secured 
work  area.  Punch  cards  are  maintained  in  metal  file  drawers  in 
secured  area.  Magnetic  tape  is  retained  in  a  secured  automatic  data 
processing  facility. 

Rctentkm  and  disposal:  Records  of  fatal  accidents  are  transferred 
to  Fort  Worth  Federal  Records  Center  when  three  years  old  and 
destroyed  when  10  years  old.  Accident  name  card  destruction  is  not 
authorized.  Magnetic  tape  record  -  destruction  not  authorized. 

System  managerfs)  and  address:  For  offical  medical  accidents 
records  contact:  CMef,  Aeromedical  Certification  Branch,  Aeronau¬ 
tical  Center,  Oklahoma  City,  Oklahoma,  73126. 

Notification  procedure:  Individuals  wishing  to  see  their  records 
may  ^pear  in  person  or  submit  in  writii^  a  request  identifying 
records  desired.  For  Identification  an  individual  must  submit  his  or 
her  other  name,  date  of  birth,  sex,  social  security  number  and/or 
Airman  number.  Letter  should  be  addressed  to  Chief,  Aeromedical 


Certiftcation  Branch,  Aeronautical  Center,  Oklahoma  City, 
Oklahoma,  73126. 

Record  access  procedures:  Individuals  who  desire  to  access  infor¬ 
mation  about  themselves  in  the  system  records  should  contact  or 
address  their  inquiries  to:  Chief,  Aeromedical  Certification  Branch, 
Aeronautical  Center,  Oklahoma  City,  Oklahoma,  731%. 

Ceuteding  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegee,  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
205«. 

Record  source  categories:  Information  is  obtained  from  aviation 
medical  examiners  AI^),  patiudogists,  accident  investigation  mes¬ 
cal  laboratories,  law  enforcement  officials  and  FAA  employees. 

DOT/FAA  807 

System  name:  Police  Warrant  File  and  Central  Files  DOT/FAA 
System  location:  Police  Branches,  Washington  National  and 
DuUes  International  Airports 

Categories  td  individuals  covered  by  the  system:  Individual  failing 
to  pay  Violation  Notice  and  individual  involved  in  a  situation 
requiring  a  police  report. 

Individuals  having  criminal  records. 

Categories  of  records  in  the  system:  Individual  Case  File,  File 
Cards  with  warrant  numbers,  arrest  records,  traffic  accident 
records,  inju^  reports,  loss,  thif  and  complaints  Report,  traffic 
violations  notice  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  These  records  are  used 
to  carry  out  such  required  functions  as: 

Check  for  wanted  individuals  and  vehicles 
Vehicle  registration  information 

Prior  offense  status,  to  testify  in  court  hearings,  to  assest  in 
case  Preparation  by  U.S.  Attorney’s  Office 
In  the  event  that  a  system  of  records  maintained  by  FAA  to 
carry  out  hs  functions  indkiates  a  violation  or  p^ntial 
violation  of  law,  whether  civil,  criminal  or  regulatory  in 
nature,  and  whether  arising  by  general  statute  or  pa^cular 
program  statute,  or  by  regulation,  rule  or  order  issued 
prusuant,  thereto,  the  relevant  records  in  the  system  or 
records  may  be  referred,  as  a  routine  use,  to  tte  appre^riate 
agency,  wl^ther  federal,  state,  local,  or  foreign,  chaig^ 
with  the  responsibility  of  investigating  or  prosecuring  such 
violation  or  charged  with  enforcing  or  implementing  the 
statute,  or  rule,  regulation  or  order  issued  pursuant  thereto. 
See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dhqwsing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  file  folders.  Stored  in  metal 
file  cabinets. 

Retrievability:  Data  is  retrievable  by  individual  name  crossed 
referenced  to  a  warrant  number  as  a  case  file  number. 

Safeguards:  Files  are  retained  in  a  secured  work  area  accessable 
only  by  consent  of  guard  on  duty. 

Retention  and  disposal:  Warrants  are  disposed  of  when  warrant 
has  been  paid,  case  file  are  kept  permanently. 

System  managerfs)  and  address:  Director,  Metrt^litan  Washing¬ 
ton  Airport  ^rvice,  Washington  National  Airport  Hangar  9 
Washington,  D.C.  20001 

Notificaiion  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conteriing  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  or  records 
should  cqntact  or  address  their  inquiries  to  the:  Administrator  or 
his  del^atee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  AgetKy  employees,  arresting  officers, 
investigating  officers,  other  agencies,  witnesses. 

DOT/FAA  808 

System  name:  Imprest  Fund  System'  DOT/FAA 
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System  location:  Accounting  Operations  Division,  Washington, 
D.C.,  and  Accounting  Divisions  in  Region  and  Center  Offices 
Categories  of  individuals  covered  by  the  system:  Employee  sub¬ 
mitting  vouchers  for  cab  fare  small  purchases,  vendors,  paid  as  a 
result  of  small  purchases  of  FAA  Employees 
Categories  of  records  in  tlw  system:  This  system  contains  records 
of  cash  advancement  by  disbursing  office  to  cashier.  Statement  of 
each  verification.  Imprest  Fund  records  (transactions,  etc.)  Imprest 
fund  cashier  changes 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  In  the  event  that  a 
system  of  records  ntaintained  by  the  Federal  Aviation  Administra¬ 
tion  to  carry  out  its  functioits  indicates  a  violation  or  potential 
violation  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  aitd 
whether  arising  by  general  statute  or  particul^  program  statute,  or 
by  r^pilation,  rule  or  order  issued  pursuant  tlmreto,  the  relevant 
records  in  the  system  or  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  agency,  whether  federal,  state,  local,  or  foreign, 
charged  with  the  responsibility  of  investigating  or  prosecuting  such 
violation  or  charged  with  enforcing  or  implementing  the  statute,  or 
rule,  regulation  or  order  issued  pursuant  thereto. 

Permits  Government  Employee  to  make  small  purchases  on 
inexpensive  payments  for  goods  and  services  that  are 
required  on  very  short  notices. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  These  records  are  maintained  in  file  folders  and  secure 
files 

Retrievability:  These  records  are  indexed  by  name  of  individuals, 
and  are  vendors  and  are  retrieved  by  name  of  individual  requesting 
payment. 

Safeguards:  Access  to  and  use  of  these  files  are  limited  to  those 
persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  retained  for  two  years, 
transferred  to  Federal  Record  Center  then  destroyed  after  four 
years 

System  managerfs)  and  address: 

Chief,  Accounting  Operations  Division 
Fedend  Aviation  Administration 
8(X)  Independence  Ave.,  S.W. 

Washington,  D.C.  20S91. 

or  to  the  FAA  Region  or  Center  Accounting  Division  where 
transactum  was  made. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  (m*  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee,  800  Independence  Ave.,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  Emi^oyees  requesting  cash  disburse¬ 
ment 

DOT/FAA  812 

System  name:  System  Error  Reporting  Program  DOT/FAA 
System  location:  FAA,  Air  Traffic  Service,  Evaluation  Staff, 
Washington,  D.C.  Region^  Air  Traffic  Division,  and  all  Air  Traffic 
field  facilities. 

Categories  of  individuals  covered  by  the  system:  Any  Air  Traffic 
Control  Specialist  involved  in  a  system  error 
Categories  of  records  in  the  system:  Computer  printout  which  can 
contain;  name  of  controller,  performance  apprai^  data,  disciplina¬ 
ry  actions,  age,  grade,  date  of  lurth,  physi<^  examination,  medical 
i^ormation,  home  address 

Routine  uses  of  records  maintained  in  the  system,  including  c^dego- 
rics  of  users  and  the  purposes  of  such  uses:  Statistical  analysis  for 
policy  development  arid  release  to  the  public  under  the  Freedom  of 
Information  Act  Released  for  investi^tive  purposes  to  the  NTSB 
in  the  case  of  accident/  incident/or  violation. 

See  prefatory  statement  of  general  routine  uses. 
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Policies  and  practices  lor  storfaig,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  _ 

Ston^  All  data  is  stored  on  magnetic  tape  or  disk  file  and  file 
folders. 

Rctricvriiility:  Data  is  filed  in  random  order  within  the  computer 
with  selections  being  on  name  of  the  indivdual.  File  folders  are 
retrieved  by  name. 

Safeguards:  Security  code  for  computer  program  is  limited  to 
those  who  have  a  need  to  kiK>w. 

Retention  and  disposal:  Records  are  maintained  as  active  files  for 
10  years  then  stored  on  magnetic  tapes  indefinitely. 

System  manageifs)  and  address:  Chief,  System  Effectiveness 
Branch,  AAT-23,  Air  Traffic  Service,  FAA  Washington,  D.  C.,  and 
the  chiefs  of  field  facilities  where  error  occurred. 

Nottfication  procedure:  Individuals  wishing  to  know  if  their 
records  £q>pear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conteriing  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  or  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  FAA  Form  8020-7,  System  Error  Re¬ 
port  Form 

FAA  Form  8020-8,  ATS  Personnel  Report  Form 
DOT/FAA  813 

System  name:  Civil  Aviation  Security  System  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  Air  Trans¬ 
portation  Security  Field  Offices,  re^onal  Air  Transportation 
Security  Divisions  and  at  the  Civil  Aviation  Security  Service  in 
Washingttm,  D.C. 

Categories  of  individuals  covered  by  the  systo:  This  system  of 
records  contains  information  re^urding  hijackers,  potential 
hijackers,  exU^onists,  terrmists,  a^  other  individuals  who  have 
been  inve^ved  or  might  be  involved  in  crimes  against  civil  aviation. 

Categories  of  records  in  the  system:  This  system  of  recentis  con¬ 
tains  information  regarding  hijackii^  incidents,  potential  or 
suspected  hijackers,  explosives  or  devices  found  on  aircraft  or  at 
airports,  attempts  to  board  aircraft  with  concealed  weapons,  and 
otter  civil  aviation  criminal  acts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  sudi  uses:  In  the  event  that  a 
system  of  records  maintained  by  the  Federal  Aviation  Administra¬ 
tion  to  cany  out  its  functions  indicates  a  violation  or  potential 
violaUon  of  law,  whether  civil,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  order  issued  pursuant  thereto,  the  relevant 
records  in  the  system  or  records  may  be  referred,  as  a  routine  use, 
to  the  appropriate  ageimy,  wtether  Federal,  state,  local,  or  foreign, 
charged  with  the  responsibility  of  investigating  m*  prosecuting  such 
vioteion  or  charged  with  enforcing  or  implementirig  the  statute,  or 
rule  reguhdon  or  order  issued  pursuant  tnereto.  Source  of  data  re¬ 
garding  air  f»racy  threats  for  dissemination  to  airport  and  air  carrier 
security  officers. 

Preparation  of  Alerts  and  BuUetins  on  threats  to  civil  aviation. 
Preparation  of  summaries  fen*  development/change  of  security 
procedures  in  civil  aviation. 

Respond  to  authorized  inquiries. 

Preparation  of  analytical  and  statistical  studies  and  reports. 

See  prefatory  statement  (d  general  routine  uses. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Ston^:  These  records  are  maintained  in  approved  security  files 
and  containers. 

Retrievahility:  These  records  are  indexed  by  name  and  or  in¬ 
cident 

Safegnards:  Access  to  and  use  of  these  records  are  lunited  to 
those  persons  whose  official  duties  require  such  access. 

R#!toiitinn  and  disposal:  These  records  are  maintained  up  to  four 
years  after  which  they  ate  updated,  revised,  retired,  or  destroyed. 

System  manager(s)  and  address:  Chief,  Operations  Liaison  Staff, 
ACS-20 

Civil  Aviation  Security  Service 
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Federal  Aviation  Admimitratiaa 
800  Independence  Ave.,  S.W. 

Washington,  D.C.  20S91 

NoliScalion  procednre:  IndhridnaU  wkb^  to  see  thm  reeoidt 
may  appear  in  person  or  or  subnut  in  writing  a  request  identifying 
record  desked.  For  identification  an  individual  anist  subnait  his  or 
her  name  to  die  System  Manager. 

Record  acesm  proecdnrss:  hnlividnah  who  desire  mfomndioa 
about  themselves  in  this  system  rccruds  shouid  contact  or  ad- 
dren  Aeir  inquiries  to  the  System  Manager 
Coniciling  record  procedures:  Individuals  who  deske  lo  contest 
mformation  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee,  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
205« 

Record  source  categories:  Information  contained  in  this  system 
comes  from  other  ¥AA  records;  Federal,  State  or  local  agencies; 
foreign  sources;  public  record  sources;nr  and  third  parties. 

DOT/FAA  814 

System  name:  Etpial  Employnient  Opportunity  Minocity^male 
Statistical  Reporting  System  DOT/FAA 
System  location:  These  records  are  maintained  at  FAA  r^ional 
and  center  Civil  Rights  Offices  and  at  the  FAA  Office  of  Civil 
Rights  in  Washington,  D.C. 

Categories  of  individnals  covered  by  tiw  system:  This  system  of 
records  contains  information  cm  all  FAA  enqdoyees. 

Categories  of  records  in  the  system:  This  system  of  records  con¬ 
tains  i&ormation  (187  data  elements)  such  as  name,  organization, 
social  security  number,  racial  backgroun,  etc. 

Routine  uses  of  records  msintninid  iu  the  system,  inclndhig  entego- 
ites  of  users  and  the  purpoM  of  such  uses:  Monitor  and  evaluate 
status  and  progress  of  minority/femal  employment. 

Preparation  analytical  and  statistical  studies  and  repmrts. 

See  prefatory  statement  general  routine  uses. 

Polktes  and  practices  for  storing,  retrieving,  accessing,  rrteining. 


Individuals  considered  for  access  to  classified  information  or 
restricted  areas  and/or  security  determinations  as 
contractors,  employees  of  contractors,  experts,  instructors, 
and  consukaitts  to  Federal  proginins. 

Aircraft  owners 
Flight  Instiuctori 
Pilots 
Mechanics 

Desigmrted  FAA  representatives 
Other  individuals  certificated  by  FAA 
Individuals  involved  m  tort  cla^  i^amt  the  FAA 
Cat^orise  of  records  in  the  msSsnu  Results  of  investigations  and 
inquiries  conducted  by  the  Office  of  Investigations  aad  Security; 
FAA  regiottal  and  center  Air  Transportation  Security  Divisions  and 
Investigations  aad  SecurHy  Division,  Aeronautical  Center;  reports 
ol  iavestigatioitt  conducted  by  Fedc^,  state,  and  local  investiga¬ 
tive  agencies  which  relate  to  the  mission  and  function  erf  the  Office 
of  Investigations  and  Security  and  field  elements. 

Rontine  uaes  of  records  maintaiiicd  in  the  system,  inciwlhig  catego¬ 
ries  of  users  and  the  parposes  of  such  uses: 

In  the  event  of  an  indication  erf  any  violation  or  potential  viola¬ 
tion  of  the  law,  whether  civil,  criminal,  or  regulatory  in  nature,  and 
whether  arising  by  statute,  or  by  regulation,  rule  or  order  issued 
pursuant  thereto,  the  relevant  records  in  the  system  of  records  may 
be  referred,  as  a  routine  use,  to  the  appropriate  agency  whether 
Federal,  state,  local,  or  foreign,  charged  witii  the  responsibility  of 
investigating  or  prosecuting  such  violation  or  charged  with  enforc¬ 
ing  such  referral  shall  also  uiclude,  and  be  deemed  to  authorize, 

(1)  any  and  all  appropriate  and  necess^  uses  of  such  reco^s 
in  a  court  of  law  and  before  an  administrative  board  or 
hearing,  including  referrals  related  to  probation  and  parde 
matters,  and 

(2)  such  other  inter-^ncy  referrals  as  may  be  necessary  to 
car^  out  the  receiving  agency’s  assigned  law  enforcement 
duties. 

To  authorized  dficers  and  employees  of  FAA  and  other  agencies 
and  departments  of  the  Federal  C^venunent,  and  the  Ustrict  of 
Columbia  Goverrunent,  having  an  interest  in  the  individual  fm-  em¬ 
ployment  purposes,  irK;luding  a  security  clearance  or  access  deter¬ 
mination,  and  a  nieed  to  evaluate  qurdifications,  suitability,  and 
loyalty  to  the  United  States  Government. 

Officials  from  FAA  and  DOT  administrative,  operating  and  regu¬ 
late^  coitqponents  who  require  access  to  the  case  file  to  fullfill 
their  responsibilities  contaii^  in  Executive  Orders,  Civil  Service 
Coitunission  R^ulations,  Federal  Aviation  Regulatibns  and  Orders 
or  Federal  statutes. 

Authorized  representatives  (rf  Federal  agencies  and  departments 
who  require  access  to  the  file  pursuant  to  an  investi^tion  or 
inquiry  conducted  under  appixqpriate  statutes,  Executive  Orders  or 
administrative  procedures  of  Federal  Government.  This  can  include 
investigations  comirfeted  by  FAA  and  referred  to  other  Federal 
agencies  for  further  investigation,  prosecution  or  administrative  ac¬ 
tion. 

To  authorized  officers  and  employees  erf  FAA  having  the  respon¬ 
sibility  to  grant  security  clearance,  make  determinations  regarding 
access  to  classified  information  or  restricted  areas,  or  to  evaluate 
qualifications,  suitability,  or  loyalty  to  the  United  States  Govern¬ 
ment,  in  connection  with  performace  of  a  service  to  the  Federal 
Government  under  a  contract  or  other  agreement. 

As  a  data  source  for  management  information  fm*  production  of 
summary  descriptive  statistics  and  analytical  studies  in  siq)port  of 
the  function  feu*  which  the  records  are  collected  and  maintained,  or 
for  related  personnel  management  functions  or  manpower  studies; 
may  also  be  utilized  to  respo^  to  general  retjuests  for  statistical  in¬ 
formation  (without  personal  identification  <rf  individuals). 

See  Prefatory  Statement  of  General  Routine  Uses. 

PoHcfes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dhposiag  of  records  hi  the  system: 

Stonge:  These  records  are  stored  in  approved  security  file 
cabinets  and  containers. 

Retrievability:  These  records  are  indexed  alphabetically  by  name. 
Si^goards:  Access  to  and  use  of  these  records  are  limited  to 
those  persons  whose  official  duties  require  such  access. 

Retention  and  disposal:  These  records  are  retired  to  the  Federal 
Records  Center  four  years  after  close  (rf  case  and  retained  in¬ 
definitely. 

Any  records  authorized  for  destruction  are  destroyed  by 
approved  methods. 


Ston^:  These  records  are  in  the  form  of  magnetic  tiqie  and  com¬ 
puter  listings  and  are  stored  in  magnetic  tape  security  areas  and  in 
file  cabinets. 

RetirfevabUity:  These  records  are  retrieved  by  name 
Saiegnards:  Access  to  data  in  this  system  is  limited  to  the 
Director,  Office  of  Civil  Rights,  or  to  those  authmized  by  him. 

Retention  ud  dbpoeai;  This  system  is  updated  monthly  and  the 
replaced  master  tape  is  reused  in  the  normal  data  processing 
manner. 

Syatem  arenagerii)  aad  addrew  Director,  Office  (rf  Civil  Ri^ts 
FAA 

800  Independence  Ave.,  S.W. 

Washington,  D.C.  20S91. 

Norifitarioa  fnnccdnre:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  noocm  procedarec  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  (rf  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Conieriiag  record  procedores:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  (rf  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delqgatee  800  Independence  Ave.,  S.  W.,  Washington,  D.  C.  20S91 
Record  eounce  categorfce:  Personal  Observation 
Self  Identification 
Maiqiower  records . 

Organization  Records 

DOT/FAA  815 

SyMere  naare:  Investigative  Rec(Md  System.  DOT/FAA 
Syitere  looatiaa:  These  records  are  maintained  at  FAA  r^()nal 
and  center  Air  Transportation  Security  Divisions  and  Investigations 
and  l^urity  Division,  Aeixmautical  Center;  Office  of  Investiga¬ 
tions  SKurity  in  Washington,  DC;  and  Federal  Records  Cen¬ 
ters. 

Categories  of  ladividaali  covered  by  the  q'steas:  Current  and 
former  iqipticants  for  FAA  employment 
Current  and  former  FAA  enqrfoyees 
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System  nuuuigerls)  and  addrem:  The  FAA  investigative  Record 
System  is  decentralized  and  requests  for  such  records  should  be 
directed  to  the  appropriate  system  manager  as  follows: 

For  the  Washin^on  Metropolitan  area,  excluding  Eastern 
Region  jurisdiction:  Director  of  Investigations  and  Security, 

800  Independence  Avenue,  SW,  Washington,  D.C.  20S91. 

For  the  geographical  area  under  the  jurisdiction  of  the  various 
regions:  Chief,  Air  Transportation  Security  Division,  of  the 
appropriate  repdn. 

For  Uie  jurisdiction  of  the  National  Aviation  Facilities 
Experimented  Center  (NAFEC):  Chief,  Air  Transportation 
Security  Division,  NAFEC,  Atlantic  City,  New  Jersey, 

08405. 

For  the  jurisdiction  of  the  Aeronautical  Center:  Chief, 

'  Investigations  and  Security  Division,  Aeronautical  Center, 
Oklahoma  City,  Oklahoma,  73126. 

Notification  procedure:  An  individual  may  inquire  as  to  whether 
or  not  the  system  contains  a  record  pertaining  to  him  or  to  her  by 
addressing  a  written  request  to  any  of  the  systems  managers 
identified  above.  The  request  should  include  the  full  name  and  date 
and  place  of  birth  of  the  individual,  and  any  available  information 
regarding  the  type  of  record  involved,  and  the  category  of  in¬ 
dividual  under  which  the  requester  feels  he  or  she  fits. 

Record  access  procedures:  Individuals  who  wish  to  gain  access  to 
such  records  should  contact  the  system  manager.  However  in¬ 
vestigative  data  compiled  for  law  enforcement  purposes  may  be  ex¬ 
empt  from  the  access  provision  pursuant  to  5  U.S.C.  SS2a(kX2)  and 
(kX5). 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  of  records 
should  contact  or  address  their  inquiries  to  the  Administrator  or  his 
delegatee  800  Independence  Avenue,  S.  W.,  Washington,  D.  C. 
20591 

Record  source  categories:  These  records  contain  information  ob¬ 
tained  from  interviews,  review  of  records  and  other  authorized,  ap¬ 
plicable  investigative  techniques. 

'  DOT/FAA  827 

System  name:  Environmental  Litigation  Files  DOT/FAA 
Syston  location:  Located  in  the  Office  of  Chief  Counsel,  FAA, 
Washington,  D.C. 

Categories  of  individuals  covered  by  the  system:  Litigants,  wit¬ 
nesses,  plaintiff’s  attorney,  FAA  atomey.  Department  of 
Categories  of  records  in  the  system:  Litigation,  pleadings, 
discovery  material  related  documents  Justice  Attorney,  etc. 
(including  background  data  on  individual  involved),  memoranda, 
correspondence,  and  other  material  necessary  to  respond  to  claim 
or  prepare  for  litigation  or  hearings. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Litigation;  documents 
are  produced  or  used  in  and  for  litigation  disclosure  to  the  Depart¬ 
ment  of  Justice. 

See  prefatory  statement  of  general  routine  uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  stored  in  locked  and  unlocked  file  cabinets 
and  individual  attorney’s  offices. 

Retrievahility:  Retrieved  by  caption  of  the  particular  litigation. 
Safeguards:  Access  by  Office  of  Chief  Counsel  personnel  only. 
Retention  and  disposal:  Files  are  kept  for  two  years  after  case  has 
been  closed  and  then  sent  to  Records  Center. 

System  numagerfs)  and  address:  Chief,  Environmental  Staff,  Of¬ 
fice  of  Chief  Counsel,  FAA,  800  Independence  Avenue,  SW, 
Washington,  DC,  20591. 

Notification  procedure:  Individuals  wishing  to  know  if  their 
records  appear  in  this  system  of  records  may  inquire  in  person  or 
in  writing  to  the  System  Manager. 

Record  access  procedures:  Individuals  who  desire  access  to  the  in¬ 
formation  about  themselves  in  this  system  of  records  should  con¬ 
tact  or  address  their  inquiries  to  the  System  Manager. 

Contesting  record  procedures:  Individuals  who  desire  to  contest 
information  about  themselves  contained  in  this  system  or  records 
should  contact  or  address  their  inquiries  to  the:  Administrator  or 
his  delegatee,  8(X)  Independence  Ave.,  S.  W.,  Washington,  D.  C. 
20591 


Record  source  category  Federal  courts,  individuals  and  their  at¬ 
torneys,  FAA  records,  litigation  fdes,  etc. 

DOT/FRA  101 

System  name:  Alaska  Railroad  Personnel  and  Pay  Management  In¬ 
formation  System  DOT/FRA 
System  location: 

The  Alaska  Railroad 
Pouch  7-2111 
Anchorage,  Alaska  99510 

Categories  of  individuals  covered  by  the  system:  Alaska  Railroad 
officials  and  employees 
Categories  of  records  in  the  system: 

Time,  attendance  and  leave 
Payroll  data 

Payroll  computation  and  history 
Personnel  records 
Personnel  Management  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Personnel  Status  Reports 
Personnel  Streng^  Reports 
Payroll  computation  and  related  reports 
Record  of  leave  accrued  and  used 
Labor  distribution  and  accounting  reports 
Personnel  management  and  budget  reports 
Reports  to  IRS,  U.S.,  Treasury,  CSC,  etc. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Integrated  data  based  on  mag-tape 
Retrievability:  By  Name  or  I.D.  Number 

Safeguards:  Access  to  the  data  base  is  limited  to  computer  pro¬ 
grams.  Outputs  from  computer  programs  are  disclosed  oidy  to  em¬ 
ployees  or  officials  in  discharge  of  their  official  duties.  Primary 
control  is  achieved  through  a  separation  of  functions  wherein  no 
one  person  is  respcmsible  for  the  input  processing  and  auditing  of 
any  given  transaction. 

Retention  and  disposal:  Individual  records  are  deleted  from  the 
automated  data  base  at  the  end  of  the  calendar  year  in  which 
Alaska  Railroad  employment  is  terminated.  Input  document  and 
printed  outputs  are  disposed  of  by  destruction  or  transfer  to  a 
records  center  in  accordance  with  established  records  disposition 
schedules. 

System  manager(s)  and  address: 

General  Manager 
The  Alaska  Railroad 
Pouch  7-2111 
Anchorage,  Alaska  99510 

Notification  procedure:  The  individual  who  feels  that  this  system 
of  records  pertains  to  him  may  present  himself  to  the  General 
Manager,  The  Alaska  Railroad  requesting  confirmation. 

Record  access  procedures:  Contact  the  system  manager  for  ac¬ 
cess. 

Contesting  record  procedures:  In  case  of  contest  employee  is  in¬ 
structed  to  first  contact  the  immediate  supervisor.  Procedures  are 
established  which  permit  an  employee  to  pursue  an  appeal  to  the 
General  Manager,  The  Alaska  Railroad,  then  to  U.S.  Civil  Service 
Commission. 

Record  source  categories: 

Official  Personnel  Folders 
Time,  attendance  and  leave  records 
Organizational  code  structure 
Computations  and  historical  record  of  pay 

DOT/FRA  102 

System  name:  Alaska  Railroad  Security  and  Freight  Claims  In¬ 
vestigatory  FUes  DOT/FRA 
System  location: 

The  Alaska  Railroad 
Pouch  7-2111 
Anchorage,  Alaska  99510 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Alaska  Railroad 

Categories  of  records  in  the  system:  Investigatory  Files 


FEDCRAl  REGISTfR  VOL  40,  NO.  1M— WEDNESDAY,  SEPIEMBER  24.  t97S 


I 


44096 


DEPARTMENT  OF  TRANSPORTATION 


RtNrtiae  oscs  of  rccordi  aMinteiaed  fai  the  syilem,  iacladiag  catcfo- 
rics  of  Men  aad  the  pwpoees  of  each  aaes: 

Used  in  routine  investigaU^  wcnk  for  DOT/Alaska  Railroad 
Security  and  Freight  Claims. 

Review  by  General  Manager  or  his  desi^ee. 

Review  by  General  Counsd,  Alaska  Railroad 
May  be  forwarded  to  U.S.  Attorney  to  assist  in  prosecution 
where  warranted. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  acccsstag,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Locked  in  fire  class  C  Safe  with  condiinatioa  lock. 
Retrievabiltty:  By  name 

Safegnwds:  In  addition  to  the  combination  safe  only  two  officials 
of  the  railroad  maintain  the  combination. 

Retcnthn  and  disposal:  Records  are  maintained  in  the  (tfficial 
safe  for  two  years,  then  transferred  to  secured  bedding  area  fcM-  two 
years  and  then  destroyed. 

System  managerfs)  and  addres: 

Chief,  Security  and  Claims 
The  Alaska  Railroad 
Pouch  7-2111 
Anchorage,  Alaska  99S10 

Notificat^  procednre:  Individuals  may  confirm  throu^  the 
System  Manager  whether  or  not  the  System  contains  records  on 
him. 

Record  aceem  procedmies:  Access  csi  records  requires  the  in¬ 
dividual  to  contact  in  person  or  in  writing  the  System  Manager.  The 
records  in  this  system  are  exenqited  by  Section  SS2(k)  (2)  if  in¬ 
vestigatory  matter  is  being  pursued  in  a  court  case. 

Contesting  record  procedures:  However,  contest  procedures 
thixmgh  the  System  Manager  and  the  the  General  Manager  are 
avail^e  if  the  investigatory  files  are  maintained  for  gene^  pur¬ 
poses.  Confidentiality  ^  sources  will  be  maintained. 

Record  source  categories: 

Personal  information  provided  by  individual. 

Confidential  Statements 
Photographs 

Systems  cxempled  from  certain  provisioM  of  the  act:  This  system 
of  records  is  exempted  under  Section  SS2a(l)  (2);  ‘investi^tory 
material  compiled  for  law  enforcement  puiposes  o^r  than  material 
within  the  scope  of  subsection  (jX2)  this  section:  Provided,  how¬ 
ever,  that  if  any  individual  is  denied  any  right,  privilege,  or  benefit 
that  he  would  otherwise  be  entitled  by  Feder^  Law,  or  for  which 
he  would  otherwise  be  eli^ble,  as  a  result  of  the  maintenance  of 
such  material,  such  materud  shall  be  provided  to  such  individual, 
except  to  the  extent  that  the  disclosure  of  such  material  would 
reve^  the  identity  erf  a  source  who  furnished  information  to  the 
Government  under  an  express  promise  that  the  identity  of  the 
source  would  be  held  in  confidence,  prior  to  the  effective  date 
of  this  section,  under  an  implied  promise  that  the  identity  of  the 
source  would  be  held  in  confidence.* 

DOT/FRA  104 

System  name:  Confidential  Statement  of  Employment  and  Financial 
Interest  DOT/FRA 
System  location: 

Office  the  Chief  Counsel 
Federal  Railroad  Administration 
Room  SlOl,  Nassif  Building 
Washington,  D.C.  20S90 

Cal^ories  of  individuals  covered  by  the  system:  FRA  Permanent 
Employees  GS-13  and  above,  supervisors  and  procurement  person¬ 
nel. 

Categories  of  records  in  the  system:  Standard  Form  on  Employ¬ 
ment  and  Financial  Interest 

Routine  naes  of  records  maintainrd  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Review  of  Financial  Interest  to  Employment 

Administrative  References 

See  Ptefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  qntem: 

Storage:  All  records  are  maintained  on  standard  form  in  a  locked 
file  cabinet  located  in  the  Chief  Counsel’s  Office. 


Retrievahility:  Records  are  indexed  by  name. 

Safeguards:  Physical  security  consists  of  locked  file  cabinet; 
records  provided  to  individuals  only  after  physical  screening. 

Retention  and  disposal:  Records  are  maintained  for  a  one  year 
period.  Upon  receipt  of  new  statements  old  records  are  removed 
and  destroyed. 

System  managerfs)  and  address: 

Chief  Counsel 
Office  Chief  Counsel 
Federal  Railroad  Administration 
Room  SlOl,  Nassif  Building 
Washingtrm,  D.C.  20S90 

Notification  procedure:  Requests  for  information  about  this 
system  should  be  addressed  to  the  System  Manager  either  in  person 
or  in  writii^.  Prior  employees  must  provide  notorized  signature  or 
provide  valid  social  security  number. 

Record  access  procedures:  Access  to  records  requires  the  in¬ 
dividual  to  contact  in  person  or  write  the  System  Manager. 

Contesting  record  procedures:  Contest  of  a  record  is  also  through 
the  System  Manager.  If  a  change  is  valid  after  agency  review  it  will 
be  made  as  requested. 

Record  source  categories:  Inf<Mmation  is  provided  by  the  in¬ 
dividual  on  Standard  Form  DOT  F  3700.1,  Confidential  Statement 
of  Employment  and  Financial  Interest. 

DOT/FRA  106 

System  name:  Occupational  Safety  and  Health  Reporting  System 
DOT/FRA 
System  location: 

Office  of  Administrative  Operations,  RAD-40 

Office  oi  Administration 

Federal  Railroad  Administration 

Room  4504 

Trans  Point  Building 

2100  2nd  Street,  S.W. 

Washington,  D.C.  20590 
Categories  of  individoals  covered  by  the  system: 

FRA  employees  (injury-illnesses) 

FRA  employees  involved  in  government  property  accidents 
Categories  of  records  in  the  system: 

Federal  Occupational  Injuries  and  Illnesses  Survey  (Standard 
Form  OSHA-102) 

Departmental  Accident/Injury  Reports  DOT  Forms  3902.1-8 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Maintain  accident  reccHds  per  departmental  orders 

Provide  data  to  Office  of  the  Secretary 

Develop  causative  trends 

Use  for  cmrective  accident  prevention 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  maintained  on  copies  of  basic  documents 
Retrievahility:  by  name 

Safeguards:  Physical  security  consists  of  file  drawer  with  data; 
records  provided  to  authorized  individuals  by  FRA  Safety  Manager 
after  physical  screening 

Retention  and  disposal:  Records  are  retained  for  five  years.  Docu¬ 
ments  are  then  destroyed  by  shredding  or  burning 
System  manager(s)  and  address: 

FRA  Safety  Mailer 

Office  of  Administrative  Operations,  RAD-40 
Office  (rf  Administratiem 
Federal  Railroad  Administration 
Trans  Point  Building 
2100  2nd  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procednre:  Inquiries  may  be  addressed  to  the 
Systems  Manager  either  in  person  or  in  writing.  If  written  the  in¬ 
dividual  must  provide  a  notarized  signature,  or  provide  a  valid  so¬ 
cial  security  number. 

Record  accem  procedures:  Access  to  records  requires  the  in¬ 
dividual  to  contact  in  person  w  write  the  System  Manager. 
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Contcftiiig  record  procedures:  Contest  of  a  record  is  also  through 
the  System  Manager.  If  a  change  is  valid  after  System  Manager 
review  it  will  be  made  as  re9uested.  If  resolvement  is  not  possible 
at  this  level  an  appeal  in  writing  can  be  made  to: 

Office  of  Chief  Counsel 
Federal  Railroad  Administration 
Room  5101 

400  7th  and  D  Streets,  S.W. 

Washington,  D.C.  20590 

Record  source  categories:  Documents  provided  by  the  individual 
DOT/FRA  113 

System  name:  Regional  Personnel  Convenience  Files  DOT/FRA 
System  location: 

Region  2,  Federal  Railroad  Administration 
Room  1020 

Independence  Building 
434  Walnut  Street 
niiladelphia,  Pennsylvania  19106 
R^on  3,  F^eral  Railroad  Administration 
15^  Willingham  Drive 
College  Paix,  Gewgia  30337 
Region  4,  Federal  fetilroad  Administration 
536  South  Clark  Street 
Chicago,  Illinois  60605 
Region  5,  Federal  Railroad  Administration 
Room  11A23 
819  Taylor  Street 
Fort  Worth,  Texas  76102 
Region  6,  Federal  Railroad  Administration 
450  Multnomah  Building 
319  S.  W.  Pine  Street 
Portland,  Oregon  97204 
Region  7,  Federal  Railroad  Administration 
2  Embarcadero,  Suite  630 
San  Francisco,  California  94111 
Region  8,  Federal  Railroad  Administration 
91 1  Walnut  Street 
Kansas  City,  Missouri  64106 
Categories  of  individuals  covered  by  the  system: 

Federal  Supervisory  Inspectors 
Federal  Safety  Inspectors 
Federal  Clerical  Personnel 
Regional  Director 
Categories  of  records  in  the  system: 

Standard  Form  52 

Standard  Form  171 

Performance  Evaluations 

Within  Grade  Increases 

Travel  Authority  and  Vouchers 

Use  of  Government-owned  vehicles  and  Authority 

Training  Records 

Payroll  and  Leave  Records 

Copies  of  Commendations  and  Awards 

Work  Measurement  Records 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

For  the  individual’s  use 
Schedule  training 

Statistics  to  recommend  personnel  actions 

Administrative  reference  material 

Budgetary  information  material 

Technical  information  material 

Work  Territory  assignments 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Reewds  are  maintained  from  copies  of  original  docu¬ 
ments. 

Retrievability:  The  system  is  indexed  by  name. 

Safeguards:  Physical  security  is  maintained  by  locked  file 
cabinets. 

Any  individual  requesting  data  is  screened  by  Regional 
E>irector’s  Secretary. 

Retention  and  disposal: 

Personnel  records  are  retained  until  employee  is  terminated, 
retired,  or  transferred 


Records  are  then  disposed  of  as  trash 
Records  used  for  bu^tary  purposes  are  retained  for  1  year 
then  disposed  of. 

System  nuumgerfs)  and  address:  The  responsible  System  Manager 
for  each  regio^  system  is  the  R^onal  Director.  The  location  is 
identical  to  those  previously  listed. 

Nolificatioa  procedure:  The  individual  may  present  himself  to  the 
Regional  Office  (Regional  Director)  to  inquire  about  whether  tUs 
system  of  records  ap[dies  to  him  either  in  person  or  in  writing. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

CoBte^ng  record  procedures:  Contest  of  these  records  will  be  at 
tlw  Remonal  level,  if  restrfvement  is  not  satisfactory  to  the  in¬ 
dividual  at  that  level  appeals  wiU  be  filed  in  writing  to: 

OfHce  of  the  Chief  Counsel 
Federal  Railroad  Administration 
Room  5101 

400  7th  and  D  Streets,  S.W. 

Washington,  D.C.  20590 
Record  source  categories: 

Informational  copies  provided  by  the  individual. 

Informational  c(^ies  provided  by  ONffice  of  Personnel. 
Informational  copies  generated  by  on-going  work  programs. 

DOT/FRA  113 

System  name:  Regional  Personnel  Convenience  Files  DOT/FRA 
System  location: 

Region  2,  Federal  Railroad  Administration 
Room  10% 

Independence  Building 
434  Walnut  Street 
Philadelphia,  Pennsylvania  19106 
^Region  3,  F^eral  Railroad  Administration 
Room  679 
P.O.  Box  20636 
Atlanta,  Georgia  30320  or; 

3400  Whqiple  Street 
East  Point,  Georgia  30044 
Region  4,  Federal  Railroad  Administration 
536  South  (Zlark  Street 
Chicago,  Illinois  60605 
Region  5,  Federal  Railroad  Administration 
Room  11A23 
819  Taylor  Street 
Fort  Worth,  Texas  76102 
R^ion  6,  Federal  Railroad  Administration 
450  Multnomah  Building 
319  S.  W.  Pine  Street 
Portland,  C)r»on  97204 
Region  7,  Federal  Railroad  Administration 
450  Golden  Gate  Avenue 
San  Francisco,  California  94102 
R^on  8,  Federal  Railroad  Administration 
911  Walnut  Street 
Kansas  City,  Missouri  64106 
Categories  ol  iadividBals  covered  by  the  system: 

Federal  Supervisory  Inspectors 
Federal  Safety  Inspectors 
Federal  Cleri^  Personnel 
Regional  DirecUu’ 

Categories  of  records  in  the  system: 

Standard  Form  52 

Standard  Form  171 

Performance  Evaluations 

Within  Grade  Increases 

Travel  Authority  and  Vouchers 

Use  of  (jovernment-owned  vehicles  and  Authority 

Training  Records 

PayroU  and  Leave  Records 

C(^>ies  of  Commendations  and  Awards 

W^  Measurement  Records 

RoirtiBe  uses  of  jnecords  msintsinrd  ia  the  system,  includiBg  c^ego- 
ries  of  users  and  the  purposes  of  such  uses: 

For  the  individual’s  use 
Schedule  training 

Statistics  to  recommend  personnel  actions 
Administrative  reference  material 


fEDEIAL  tEOISTa  VOL  40,  NO.  IM— WHNSISOAY,  SmiMMI  14,  1«7S 


44098 


DEPARTMENT  OF  TRANSPORTATION 


Budgetary  information  material 

Technical  information  material 

Woric  Territory  assignments 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  ttw  system: 

Storage:  Records  are  maintained  from  copies  of  original  docu¬ 
ments. 

Retrievability:  The  system  is  indexed  by  name. 

S^eguards:  Physical  security  is  maintained  by  locked  file 
cabinets. 

Any  individual  requesting  data  is  screened  by  Regional 
Director’s  Secretary. 

Retention  and  disposal:  I 

Personnel  records  are  retained  until  employee  is  terminated, 
retired,  or  transferred 
Records  are  then  disposed  of  as  trash 
Records  used  for  budgetary  purposes  are  retained  for  1  year 
then  disposed  of. 

System  managerfs)  and  address:  The  responsible  System  Manager 
for  each  regioi^  system  is  the  Regional  Director.  The  location  is 
identical  to  those  previously  listed. 

Notification  procedure:  The  individual  may  present  himself  to  the 
Regional  Office  (Regional  Director)  to  inquire  about  whether  this 
system  of  records  applies  to  him  either  in  person  or  in  writing. 

Record  access  procedures:  An  individual  may  gain  access  to  his 
records  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  will  be  at 
the  Remonal  level,  if  resolvement  is  not  satisfactory  to  the  in¬ 
dividual  at  that  level  appeals  will  be  filed  in  writing  to: 

Office  of  the  Chief  Counsel 
Federal  Railroad  Administration 
Room  SlOl 

400  7th  and  D  Streets,  S.W. 

Washington,  D.C.  20S90 
Record  source  categories: 

Informational  copies  provided  by  the  individual. 

Informational  copies  provided  by  Office  of  Personnel. 
Informational  copies  generated  by  on-going  work  programs. 

IK)T/FHWA202 

System  name:  University  and  Industry  Programs  Coding  and  Filing 
System  DOT/FHWA 

System  location:  National  Highway  Institute  -  Room  4207  Nassif 
Building 

Categories  of  individuals  covered  by  the  system:  Current  and  prior 
year  candidates  for  FHWA  fellowships/scholarships  -  employees  of 
FHWA  and  State  and  local  transportation  agencies. 

Categories  of  records  in  the  qrstem:  Applications  for  fellowships. 
Transcripts  of  grades.  Study  progress  reports.  Follow-up  evaluation 
reports. 

Routine  uses  at  records  maintained  in  the  system,  including  catego¬ 
ries  at  users  and  the  purposes  of  such  uses:  Applications  and  trans¬ 
cripts  used  by  fellowship  selection  panel.  Study  progress  reports 
and  follow-up  evaluation  reports  used  by  the  National  Highway  In¬ 
stitute  in  program  evaluation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accesang,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Name 
Safeguards:  Stored  in  file  cabinets 
Retention  and  disposal:  5  years  -  discarded  in  trash 
System  managerfs)  and  address:  Administrative  Assistant,  Room 
4206  Nassif  Building,  400  7th  St.,  S.W.,  Washington,  D.C.  20590 
Notification  procedure:  Any  individual  that  has  applied  fm*  a  fel- 
lowship/scholairehip  may  obtain  such  information  by  written  request 
to  the  Institute.  The  requestor  should  know  the  year  of  his  aiplica- 
tion. 

Record  access  procedures:  Administrative  Assistant,  Room  4206 
Nassif  Building,  400  7th  St.,  S.W.,  Washington.  D.C.  20590 
Contesting  record  procedures:  Administrative  Assistant,  Room 
4206  Nassif  Building,  400  7th  St.,  S.W.,  Washington,  D.C.  20590 


Record  source  categories:  The  information  comes  from  individual 
appUcations,  reports  prepar^  by  the  individuals  and  their  faculty 
advisors,  and  college  transcripts. 

DOT/FHWA  208 

System  name:  Application  for  U.S.  Government  Motor  Vehicle 
Operator’s  Identification  (Tard  (U.S.  Government  Drivers 
License).  DOT/FHWA 

System  location:  FHWA,  Office  of  Management  Systems,  HMS-4 
400  7th  Street,  SW 
Nassif  Building,  Room  4317 
Washington,  D.C.  20590 

All  FHWA  Regional  and  Division  Offices  (See  49  CFR  Part  7 
Appendix  D  for  addresses)  < 

Categories  of  individuals  covered  by  the  systeni:  FHWA.  em¬ 
ployees  who  have  applied  for  Federal  Government  Drivers  License. 

Calories  of  records  in  the  system:  Application  for  Operator’s 
Identification  card,  form  FHWA-133,  and  Hiysical  Fitness  Inquiry 
for  Motor  Vehicle  Operators,  Standard  form  47. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Idendfication  of  FHWA 
drivers,  and  qualification  of  the  driver. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  records  are  maintained  in  a  file  cabinet  in  folders. 
Retrievability:  The  system  is  indexed  alphabetically  by  name  of 
applicant. 

Safeguards:  Personnel  screening. 

Retention  and  disposal:  Records  are  retained  until  expiration  of 
licensing  period. 

System  nianager(s)  and  address:  Occupational  Safety  Engineer 
400  7th  Street,  SW 
Room  4317,  Nassif  Building 
Washington,  D.C.  20590 

Executive  Officer  in  Regions  Administrative  Managers  in 
Divisions  (See  49  CFR  Part  7  Appendix  D  for  addresses) 
Notification  procedure:  The  requester  must  provide  his  name,  or¬ 
ganizational  element,  and  proper  identification  to  address  in  System 
Manager. 

Record  access  procedures:  Same  as  ‘System  Manager’ 

Contesting  record  procedures:  Same  as  ‘System  Manager’ 

Record  source  cat^ories:  The  information  is  provided  by  the  in¬ 
dividual  on  his  application  for  an  FHWA  U.S.  Government  drivers 
license. 

DOT/FHWA  209 

System  name:  Driver  Accident  Record  Cross-Reference  File 
DOT/FHWA 

System  location:  FHWA  Regional  Office 
Bureau  of  Motor  Carrier  Safety 
Room  210,  Mohawk  Building 
222  SW  Morrison  Street 
Portland,  Oregon  97204 

Categories  of  individuals  covered  by  the  systemf  All  Motor  Carrier 
drivers  who  have  had  commercial  accidents  in'^the  Region  10  geo¬ 
graphic  area  and  drivers  from  motor  carriers-  based  in  Region  10 
who  have  had  commercial  accidents  anywhere  in  the  United  States. 

Categoric  of  records  in  the  system:  Card  file  cross-referenced  to 
motor  carrier  files. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  commercial 
drivers  who  have  been  involved  in  one  or  more  commerciad  ac¬ 
cidents. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Polides  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  3x5  index  cards. 

Retrievability:  Filed  alphabetically  by  driver’s  name. 

Safeguards:  Personnel  screening  of  those  individuals  requesting 
driver  accident  information. 

Retmtion  and  disposal:  Retained  indefinitely  until  driver  discon¬ 
tinues  his  line  of  worit.  Discarded  in  a  trash  receptacle. 

System  manager(s)  and  address: 
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FHWA  Reaomd  Director 
Bureau  of  Motor  Carrier  Safety 
Room  210,  Mohawk  Buikhag 
222  SW  Morrison  Street 
Portland,  Oregon  97204 

NolHfcalfon  procedure:  May  be  obtained  upon  nMpMt  hp  nndp- 
ing  their  name  to  address  in  System  Manager. 

Beeord  access  procedures:  Same  as  System  Manager 

Contesting  record  proccdnres:  Same  as  System  Mnnager 

Record  source  eatspories:  Accident  iafonnation  on  the  eaids  am 
transposed  from  the  Motor  Cuier  Safety  Accident  Forms  (MCS  SO- 
T)  and  State  Police  Accident  Remits. 

DOT/PHWA210 

Syelem  unam:  Occupational  Safety  and  HeaMi  Roposliw 

System.  DOT/FHWA  ‘ 

System  location:  FHWA,  Office  of  Management  Syntems,  HMS4 
400  7th  Street,  SW 
Room  4317  Nassif  Building 

Washingtota,  D.C.  20S90  Duplicate  cranes  may  be  retamed  in 
Remonal  and  Division  offices  (See  49  CFR  Part  7  Appendix 
D  lOT  addresses) 

Categories  of  ^vidnals  covered  by  the  system:  Any  FHWA  em¬ 
ployee  involved  in  an  occupational  accident. 

Categorim  of  records  in  the  system:  The  system  contains  aO  type 
of  occupational  accidents  such  as,  employees’  injuries,  occupa¬ 
tional  illnesses,  motor  vehicle,  pn^rty  d^age,  fire  and  explosion, 
vessel,  train,  and  incidents  not  resulting  in  injuries  or  property 
damage. 

Routine  uaes  of  records  maintained  in  the  system,  Iwrlmilng  catego¬ 
ries  of  users  and  the  purposes  of-shdi  uses:  The  use  and  purpose 
the  information  is  to  obtain  information  for  accident  preventKm. 

Policies  and  practices  for  storing,  retrieving, 
and  (Usposing  of  records  in  the  system: 

Storage:  The  reemds  are  maintained  in  a  file  cabinet  in  folders. 

Retrievahility:  The  system  is  indexed  by  organizational  element 
and  name. 

Safegnards:  Personnel  screening. 

Retentiou  and  disposal:  Records  are  retained  fm*  five  years  as 
required  by  Occupational  Safety  and  Health  Act  d[  1970,  as 
amended.  Title  29,  U.S.C.,  Part  1960,  Safety  and  Health  Provisioiis 
for  Federal  Employees.  The  records  are  then  forwarded  to  the 
Records  Center  of  Archives  and  Records  ^rvkes,  GSA. 

Syrtem  managerfs)  and  addrem:  Occupatirmal  Safety  Engineer 
400  7th  Street,  SW 
Room  4317,  Nassif  Building 
Washington,  D.C.  20S90 

Nodtothm  proeedure:  The  requester  must  provide  his  name,  or¬ 
ganization^  element,  and/or  date  of  the  accidmit,  premier 
identification  to  address  in  System  Manager. 

Record  aoeem  procedures:  Same  as  ‘System  Maiu^r* 

Contesting  record  procedures:  Same  as  ‘System  Manager‘ 

Itecord  source  categories:  'Die  information  is  obtained  from  in¬ 
dividuals  involved  in  the  accident,  and  by  investigation  by  the  in¬ 
dividual’s  supervisors.  Management  obtains  the  information 
throught  investigation. 

DOT/FHWA  213 

System  name:  Driver  Waiver  File  DOT/FHWA 

System  location:  FHWA,  Bureau  of  Motor  Carrier  Safety 
400  7th  Street,  SW.,  Nassif  Building 
Room  3404  -  Driver  Requirements  Branch 
Washington,  DC  2QS90 

Categories  of  individuals  covered  by  the  system:  Operator  at  In¬ 
terstate  Commercial  Vehicle 

Categories  of  records  fas  the  system:  Application  for  waiver 
(usually  involving  physical  disability).  Field  investigator’s  report, 
staff  recommendations,  and  final  disposition  of  request  for  waiver. 

Routiae  uses  of  records  maintained  in  the  system,  Mclnding  catego¬ 
ries  of  users  and  the  pmposes  of  rach  uses:  Research  purposes  and 
control  oi  physically  impaired  operators  of  commercial  motor  vehi¬ 
cles. 

See  Prefatory  Statement  for  (jeneral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  aecessing,  retaial^, 
and  disposiiig  of  records  in  the  qrstem: 


Storage:  folder,  entire  File  Cabinet. 

RatiievnMHly:  Infonaation  retained  by  name. 

Sslepmrde:  Fde  is  claasified  as  non-oonfidenthd.  AeceastAe  to 
uy  employee  at  RegnbiiiMis  Dmaian,  Burean  of  Motor  Camiw 


CMBf,  D*mr  Tlii|iMiBiii<i 


FHWA,  Bureau  at  Motor  Canter  Safety 
400  7lh  Street,  S.W.  Room  3404 
Nassif  Budding 
Washii^toa,  D.C.  20990 

Notlficatioa  procedure:  Same  as  System  Manner. 


iwwwMiw:  Naquesis  lor  uHormanou  anun  oe 
made  m  writing  to  Chief,  Driver  P^quiftmfnti  Branch,  givMg  amiw 
of  individuaL 


Cnuirniug  raaord  proeedurm.  Same  ae  System  Manager. 

,  retegpfiei:  faifnesMtiou  obteinad  fsam  Applintfioa 

for  Waiver. 


DOT/FHWA  214 

Syteem  aenw:  Investigations  Case  File  System  DOT/FHWA 

System  hwntinu;  FHWA,  Office  of  Program  Review  and  la- 
vestigations 

400  7th  Street,  SW 

Room  4203,  Nassif  Building 

Washington,  D.C.  20590 

Categories  of  indiTidnals  covsred  by  the  system:  Any  individuals, 
including  Fedmal  Highway  Administration  (FHWA)  employees. 
State  and  other  political  subdivision  pers<Ninel,  contractors  and 
contractor  employees  who  were  the  subjects  of  investigation  based 
on  auctions  wrongdoiiig  relating  to  the  Federal-aid  highway 
program. 

Categories  of  records  in  the  system:  Records  of  investigation  con¬ 
ducted  by  the  Office  at  Program  Review  and  Investigations  at  al- 
l^tions  of  irregularities,  fraud,  bribery,  false  statements,  and 
othm  intoi'^toeties.  Rqiorts  (rf  violation  of  or  noncompliance  with 
administrative  rules  a^  regulations  pertaining  to  programs  ad¬ 
ministered  by  the  FHWA. 

Reports  of  investigation  f^  State  and  Federal  agencies, 
including  the  FBI,  relating  to  the  Federal-aid  highway 
program. 

New^mper  clippings  containii^  articles  relating  to  questkmable 
or  ethical  conduct,  irregularities,  investigations,  indictments, 
aito  convktkms  of  individuals,  and  officials  who  are  or 
mi^t  be  involved  in  Federal-aid  highway  programs  or 
rebted  fields. 

Raufhw  UKS  flf  records  meiuteinrri  in  the  qutem,  inclndii«  catego- 
riea  of  umn  and  the  pnpoaee  ef  euch  ueei:  Repo^  of  investigation 
that  contain  utfonnatioa  indicating  a  posriUe  violation  of  Federal 
or  State^  criminal  or  civil  laws  are  referred  to  the  appropriate 
prooecuti\'e  authorities  for  their  evaluation  of  prosecution. 

Residts  of  investigatioa  are  evaluated  for  the  puipoee  of 
makinil  recommendatioas  to  the  Federal  Hi^way 
Admmistrator  and  other  officials  for  their  use  in  dcterminii^ 
the  action  to  be  taken  regarding  pnx^ural  (tefkiencies  or 
unacceptabilky  action  against  an  individual  under  Title  23, 
C^ode  g4  Fede^  Regulations,  Part  16. 

Reports  of  investigation  are  furnished  to  State  fairway 
departments  to  aid  them  in  correcting  procedural  deficiencies 
that  were  disclosed. 

Reports  are  furnished  to  Members  of  Congress,  upon  their 
request  for  mecific  information. 

See  Prefatory  Statement  of  General  Routme  Uses. 

PoUdes  and  practices  for  alaring,  retrievinn.  aocatoteg.  roteMte. 


Storage:  Records  are  maintained  in  file  folders. 

Roteievabilily:  System  is  mdexed  by  the  name  of  indivkhials. 

SafegpardK  Records  are  maintained  in  locked  file  cases  and  are 
released  only  to  authorized  personnel  with  a  followup  system  for 
proutot  return. 

Rctantioa  and  dhpoari:  Files  are  k^  until  they  are  three  years 
old  and  then  transferred  to  the  Federal  Records  Center.  They  are 
destroyed  adien  IS  years  (dd. 

Syrian  managafs)  aad  addwa:  Chief,  Investigatioas  and  Special 
Incpiiry  Diviskm 
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400  7th  Street,  SW 
Room  4203,  Nassif  Building 
Washington,  DC  20S90 

NotMcathm  procedure:  Individuals  wish^  to  know  whether  in¬ 
formation  about  them  is  maintained  in  this  system  should  address 
inquiries  to  the 

Office  of  Program  Review  and  Investigaticms 
FHWA,  400  7th  Street,  SW 
Nassif  Building,  Room  4203 
Washington,  DC  20S90 

Record  access  procedures:  Individuals  who  desire  access  to  or  to 
contest  informaUon  about  them  in  this  system  of  records  should 
contact  or  address  their  inquiries  to  the 

Office  of  Program  Review  and  Investigations 
FHWA,  400  7th  Street,  SW 
Nassif  Building,  Room  4203 
Washington,  DC  20S90 

Contestiiig  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  The  mformation  contained  in  our  in¬ 
vestigatory  records  was  obtained  through  investigations,  interviews 
of  v^ous  iiKlividuals,  examination  of  official  a^  public  records, 
and  information  from  State  and  Federal  agencies.  Informaticm  is 
also  received  from  identified  private  citizens,  anonymous  sources 
and  newspaper  articles. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to 
(k)  (2)  of  S  U.S.C.  SS2a  this  system  of  records  is  exempt  from  sub¬ 
sections  (cX3),  (d),(cXl),  (eX4XG),(H),  and  (I)  and(f). 

DOT/FHWA  216 

System  name:  Travel  Voucher  -  Change  of  Duty  Station 
DOT/FHWA 
System  location: 

Federal  Hii^way  Administration 
Office  of  Fiscal  Services 
400  7th  Street,  S.W. 

Washington,  D.C.  20S90 

Categories  of  individuals  covered  by  the  system:  Employees  reim¬ 
bursed  for  change  of  duty  station  travel. 

Categories  of  records  in  ttie  system:  Record  (rf  travel  expenses 
claimed  for  change  of  duty  station. 

Routine  uses  of  records  maintained  in  the  mtem,  incindins  catego¬ 
ries  of  users  and  the  purpoms  of  such  uses:  Record  of  travd  expen¬ 
ses  for  change  (X  duty  station. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  on  a  8  x  10  inch  form. 

Retrievahility:  Indexed  by  name. 

Safeguards:  Supervised  by  the  Chief,  Voucher  Review  &  Disbur¬ 
sements  Section 

Policies  and  practices  for  storing,  retrieving,  accessing,  retainhig, 
and  disposing  of  records  in  the  system:  Schedule  9,  Travel  and 
Transportation  Records,  of  the  General  Records  Schedules  (FPMR 
101-11.4) 

System  nuuiyrfs)  and  address:  Chief,  Voucher  Review  & 
Disbursements  ^tion 

Federal  Hu^way  Administration 
Office  of  Hscal  Services 
400  7th  Street,  S.W. 

Washington,  D.C.  20S90 

Nbtificatioa  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained. 

DOT/FHWA  217 

System  name:  Accounts  Receivable  DOT/FHWA 
System  location:  Federal  Highway  Administration 
Office  of  Fiscal  Services 
400  7th  Street,  S.W. 

Washington,  D.C.  20S90 

Categories  of  Indvidnals  covered  by  Bie  system:  Individuals  in¬ 
debted  to  the  Federal  Hi^way  Administration. 


Categories  of  records  in  the  system:  Amount  of  indebtedness 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  control  accounts 
receivable. 

See  Prefatory  Statement  for  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Maintained  in  indexed  loose  leaf  boede 
Retiievability:  By  name. 

Safmuards:  Supervised  by  Chief,  General  Ledger  and  Funds 
Control  Section 

Retention  and  dimosal:  Schedule  7,  Expenditure  Accounting 
Records,  of  General  Records  Schedules  (FPMR-101-11.4) 

System  numagerfs)  and  address:  Chief,  General  Leger  &  Funds 
Control  Section 

Federal  Hi^way  Administration 
Office  cX  Fiscal  Services 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  cat^ories:  Enq>loyer 

DOT/FHWA  218 

System  name:  Memorandum  of  Monthly  Performance  of  Keypunch 
Operators  DOT/FHWA 

System  location:  Transportation  Computer  Center 
Operations  Division  -  Data  Section 
Room  2101  and  2401,  Nassif  Building 
400  7th  Street,  SW 
Washington,  D.C.  20S90 

Categories  of  individnals  covered  by  the  system:  Keypunch  and 
key-to-tape  operators 

Categories  of  records  in  the  system:  The  System  consists  of  a 
Computer  Printout  Report  containing  various  production  informa-' 
tion. 

Routine  uses  of  records  maintained  in  the  mrstem,  includj^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  This  mformation  is  used 
as  a  measurement  of  employee  performance  and  equipment  utiliza¬ 
tion  by  TCC  managers. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  report  is  in  the  form  of  a  computer  printout. 
Retiievability:  System  is  indexed  by  employee  number.  Em- 
idoyee’s  name  does  not  on  report. 

Safegua^:  Report  is  returned  and  filed  in  a  folder  by  Chief, 
Data  ^tion  in  a  locked  file  drawer. 

Retention  and  diraosal:  The  reports  are  kept  for  a  period  of  one 
year  at  which  time  mey  are  disposed  of  by  a  shredding  process. 
System  managerfs)  and  address:  Chief,  TCC  Operations  Group  A 
Transportation  Conqaiter  Center 
400  7th  Street,  SW 
Room  2401,  Nassif  Building 
Washmgton,  D.C.  20S90 
Chief,  TCC  Operations  Group  B 
Transportation  Computer  Center 
400  m  Street,  SW 
Room  2101,  Nassif  Building 
Washington,  DC  20S90 

Notificidion  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  reeord  procedures:  Same  as  System  Manager. 

Record  source  categories:  The  information  comes  from  an  em¬ 
ployee  utilization  form  filled  out  by  each  curator  for  each  job 
keyed. 

DOT/FHWA  220 

System  name:  Payroll  Administration  DOT/FHWA 
System  location:  FHWA  Region  10 
Office  of  Federal  Highway  Projects 
610  E.  Fifth  Street 
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Vancouver,  Washington  98661 

P.O.  Box  2S246,  Building  40  FHWA/Region  8 

Denver,  Federal  Center 

Denver,  Colorado  80223 

Federal  Highway  Administration 

Office  of  Fiscal  Services 

400  7th  Street,  SW 

Nassif  Building 

Washington,  D.C.  20S90 

Categories  of  individiials  covered  by  the  system:  All  Employees  - 
Department  of  Transportation,  Office  of  the  Secretary  of  Transpor¬ 
tation.  Federal  Midway  Administration,  Federal  Railroad  Adminis¬ 
tration  Federal  Railroad  Administration,  National  Highway  Traffic 
Safety  Administration  Urban  Mass  Transportation  Administration, 
National  Transportation  Safety  Board.  FHWA  Employees  in  Re¬ 
gions  8  and  10 

Categories  of  records  in  the  system:  Contains  all  data  relative  to 
payrolling  employees.  Includes  time,  attendnce,  leave,  gross  pay 
and  payroll  deduction  records. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  die  purposes  of  such  uses:  Payrolling  and  Leave 
Administration 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  recmds  in  the  system: 

Storage:  File  Folders 
Retrievability:  By  name. 

Safeguards:  Supervised  by  Chief,  Payroll  &  Emidoyee  Records 
Section 

Retention  and  disposal:  Schedule  2  of  General  Records  Schedules 
Payrolling  and  Pay  Administration  Records  (FPMR  101-11.4) 

System  managerfs)  and  address:  Chief,  Payndl  &  Employee 
Records 

Section  Federal  Highway  Administration 
Office  of  Fiscal  Services 
400  7th  Street,  S.W.  Nassif  Building 
Washington,  DC  20390 

Appropriate  Fiance  Officer  in  Region  8  or  10. 

Notification  procedure:  Same  as  System  Manager. 

Record  access  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Individual  on  whom  the  record  is  main¬ 
tained,  Office  Personnel  and  Training,  Federal,  State  and  City 
Tax  Regulations. 

DOT/NHTSA  432 

System  name:  EEO  Counseling  Program  and  Discrimination  Com¬ 
plaint  FUe  DOT/NHTSA 

System  location:  Room  3312,  DOT  Headquarters  Building 
Washington,  D.C.  20390 

Categories  of  individnals  covered  by  the  iwstan:  NHTSA  person¬ 
nel  or  uose  seeking  employment  with  NHTSA  (Qerical  and  profes¬ 
sional) 

Categories  of  records  in  the  system: 

-  Detailed  description  of  aUeged  discrimination 

-  Background  a  support  material 

-  Transcripts  of  hearings 

-  personnel  evaluation  forms 

-  record  of  interviews 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

-  EEO  Counselors  have  access  to  the  file 

-  EEO  Officer 

-  Used  for  reference,  EEO  investigations 

See  Prefatory  Statement  of  Gener^  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cabinet 
Retrievability:  Subject,  name 
Safeguards:  Personnel  Screening;  Locked  files 
Retention  and  disposal:  Retained  indefinitely 
System  managerfs)  and  address: 

Director,  Office  of  Civil  Rights 
Room  3312,  DOT  Headquarters  Building 


Washington,  D.C.  20390 

Notification  procedure:  Room  3312,  DOT  Headquarters  Building 
Washington,  D.C.  20390 

Recmd  access  procedures:  Office  of  Public  Affairs  and  Consumer 
Services  Room  3232,  DOT  Headquarters  Building  Washington,  D. 
C.  20390 

Contesting  record  procedures:  Same  as  ‘Record  Access 
Procedures* 

Record  source  categories:  From  interviews  with  the  complainants, 
others  involved  in  the  alleged  discrimination  action. 

DOT/NHTSA  432 

System  name:  EEO  Counseling  Program  and  Discrimination  Com¬ 
plaint  FUe  DOT/NHTSA 

System  location:  Room  3312,  DOT  Headquarters  Budding 
Washington,  D.C.  20390 

Categories  of  individuals  covered  by  the  system:  NHTSA  person¬ 
nel  or  fiiose  seeking  employment  with  NHTSA  (Clerical  and  profes¬ 
sional) 

Categories  of  records  in  the  system: 

-  DetaUed  description  of  alleged  discrimination 
•  Backgrtmnd  a  support  material 

-  Transcripts  of  hearings 

-  personnel  evaluation  forms 

-  record  of  interviews 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

-  EEO  Counselors  have  access  to  the  fUe 

-  EEO  Officer 

-  Used  for  reference,  EEO  investigations 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  cabinet 
Retrievability:  Subject,  name 
Safeguards:  Personnel  Screening;  Locked  fUes 
Retention  and  disposai:  Retained  indefinitely 
System  manager(s)  and  address: 

Directin',  Office  of  CivU  Rights 
Room  3312,  DOT  Headquarters  Budding 
Washington,  D.C.  20390 

Notification  procedure:  Room  3312,  E)OT  Headquarters  Budding 
Washington,  D.C.  20390 

Record  access  procedures:  Office  of  Public  Affairs  and  Consumer 
Services  Room  3232,  DOT  Headquarters  Budding  Washington,  D. 
C.  20390 

Contesting  record  procedures:  Same  as  above 
Record  source  categories:  From  interviews  with  the  complainants, 
others  involved  in  the  aUeged  discrimination  action. 

DOT/NHTSA  438 

System  name:  Idaho  Traffic  Records  System  Accident  Component  - 
Driver  Component  DOT/NHTSA 
System  location: 

Accident  Component 

Idaho  Transportation  Department 

P.O.  Box  7129 

Boise,  ID  83707 

Driver  Component 

Department  of  Law  Enforcement 

P.O.  Box  31 

Boise,  ID  83707 

Categories  of  imfividuals  covered  by  the  system:  Accident  Com¬ 
ponent  -  Information  on  aU  motor  vehicle  accidents,  not  identified 
by  individual  name 

Driver  Component  -  All  individuals  who  have  a  motor  vehicle 
operatorslicense 

Categories  of  records  in  the  system:  Accident  Componetn  -  In¬ 
cludes  information  relating  to  vehicle  accidents  which  have  been  re¬ 
ported  on  the  motor  vehicle  accident  report  form 

Driver  Component  -  Includes  driver  history  including  license 
application  information,  convictions,  suspensions,  accident 
occurrence 
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Ronthw  uses  ol  records  maintained  in  the  system,  including  catego- 
tks  of  users  and  tiie  purposes  of  such  uses:  Accident  Component  - 
Used  by  EKvision-of  Highways  to  analyze  high  accident  locations  to 
determine  need  of  correction.  Used  by  State  Police  to  guide  them 
in  enforcement  routes.  Used  by  Traffic  Safety  Conunission  to 
determine  problems  to  be  corrected  throu^  safety  programs. 

Driver  Component  -  Used  by  all  law  enforcement  agencies  to 
determine  background  of  individuals  they  apprehend  and  if 
there  are  outstanding  warrants.  Used  by  Department  of  Law 
Enforcement  ot  determine  drivers  need^  to  be  counseled  or 
have  licenses  suspended  due  to  pmnt  violation  accumulation. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Both  systems  are  maintained  on  disk  packs 
Retrievability:  Accident  Component  -  Location,  driver  number, 
accident  number,  vehicle  identification  number  (VW) 

Driver  Component  -  Name,  driver  identiHcation  number 
Safeguards:  The  program  specification  block  in  the  data  base  con¬ 
trols  who  can  access  the  data  base.  Since  all  material  is  on  tte  data 
base  this  limits  and  safeguards  the  security  of  the  system.  The  cur¬ 
rent  separate  driver  component  also  has  coded  access. 

Retention  and  disposal:  The  records  are  maintained  for  S  years  on 
the  data  base.  At  that  time  the  information  is  spooled  off  onto  a 
tape  prior  to  purging  from  system.  This  spooled  off  information  is 
maintained  approximately  one  year  and  is  destroyed  by  erasing  or 
reusing  tape. 

System  managerfs)  and  address: 

Accident  CcMnponent 
Steve  Noyce 

Systems  and  Data  Processing  Manager 

Idaho  Transportation  Department 

P.O.  Box  7129 

Boise,  ID  83707 

Driver  Component 

Ron  Bruckner 

Data  Processing 

Department  of  Law  Enforcement 
P.O.  Box  31 
Boise,  ID  83707 

Notification  procedure:  Department  of  Transpenrtation 
National  Highway  Traffic  Safety  Administration 
Room  S301  N  48-30 
400  7th  Street,  S.W. 

Washington,  D.C.  20S90 

Record  access  procedures:  See  address  in  Notification  Procedure. 
Contesting  record  procedures:  See  address  in  Notification 
Procedure. 

Record  source  categories:  Accident  Component  -  Information 
comes  from  Officer  Motor  Vehicle  Accident  Report  Form  or  from 
Individual  Motor  Vehicle  Accident  Report  Form. 

Driver  Component  -  Information  on  driver  comes  from  driver 
license  application  form.  Information  on  convictions  are 
from  the  courts.  Information  on  accidents  comes  from 
accident  report  forms. 

DOT/NHTSA  441 

System  name:  In-depth  Accident  Investigation  DOT/NHTSA 
System  locatkm:  Pennsylvania  Department  of  Transportation 
Bureau  erf  Traffic  Engineering 
1014  Transportation  &  Safety  Building 
Harrisburg,  Peimsylvania  17120 
Categories  of  individnals  covered  by  tbe  system:  None 
Categories  of  records  in  tbe  system:  Data  file  of  accident  in¬ 
vestigations  including  information  on  roadways,  vehicles,  operator 
interviews,  causative  factors  and  recommendations. 

Routiiie  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  usm  and  the  purposes  of  such  uses:  Ine  system  is  used  on  a 
random  basis  to  develop  recommendations  for  improvements  to 
such  items  as  driver  training  procedures,  driver  licensing 
procedures,  vehicie  safety  features,  and  highway  design  and  main¬ 
tenance  features. 

The  users  are  ail  staff  members  of  the  project. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  at  records  in  the  system: 


Storage:  Magnetic  tape 

Retrievability:  By  a  6-digit  identification  number 
Safeguards:  No  direct  storage  of  names,  access  only  through  pro¬ 
ject  personnel,  random  identification  number,  court  rulings,  and 
Department  policies  prohibiting  disclosure. 

Retention  and  disposal:  Records  are  maintained  indefinitely  and 
are  not  destroyed. 

System  managerfs)  and  address:  Bureau  of  Traffic  Engineering 
Pennsylvania  Department  of  Transportation 
1014  Transportation  &  Safety  Building 
Harrisburg,  Peimsylvania  17120 
Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  S301  -  N48-30 
400  Seventh  Street,  S.W. 

Washington,  D.C.  W590 

Record  access  |HX)cednres:  See  address  in  Notification  Procedure. 
Contesting  record  procedures:  See  address  in  Notification 
Procedure; 

Record  source  categories:  Vehicle  inspections 
Hi^way  inspections 
Ol^rator  Interviews 
Operator  Driving  Records 
Police  Reports 
Coroner  Reports 
Hospital  Records 

DOT/NHTSA  445 

System  name:  Motor  Vehicle  Accident  and  Claim  Reporting  System. 
Federal  Register  Identifier:  GSA/FSS-6  DOT/NHTSA 
System  location:  Motor  Equipment  Management  Division 
Office  of  Transportation  and  Public  Utilities 
Federal  Supply  Service 
General  Services  Administration 
Wa^iington,  D.C.  20406 

Regional  Directors,  Motrn*  Equipment  Services  Division  at  the 
following  locations: 

Re^n  1 

Office  and  Courthouse 

Post  OffiM  Square 

Boston,  Massachusetts  02109 

Region  2 

26  Federal  Plaza 

New  York,  New  York  10007 

Region  3 

7th  and  D  Streets,  SW 
Washington,  DC  20407 
Region  4 

1776  Peachtree  Street,  NW 
Atlairfa,  Georgia  30309 
Region  S 

219  South  Dearborn  Street 
Chicago,  Illinois  60604 
Region  6 

1500  E.  Baimister  Road 

Kansas  City,  Missouri  64131 

Region  7 

819  Taylor  Street 

Fort  Worth,  Texas  76102 

Region  8 

Building  41  -  Denver  Federal  Center 
Denver,  Colorado  80225 
Region  9 

525  Market  Street 
San  Francisco,  California  94105 
Region  10 
GSA  Center 

Auburn,  Washington  98002 

In  addition  to  the  above  locations,  portions  of  the  system  of 
records  described  in  this  notice  are  maintained  at 
InterageiKy  Motor  Pools  and  Minuteman  Interagency 
Support  Systems  throughout  the  regions.  The  addresses  of 
these  locations  can  be  obtained  from  the  Regional  Directors 
listed  above  or  from  the  Motor  Equipment  I^nagement 
Division,  Washington,  DC  20406.^ 

Categories  of  individnals  covered  by  tbe  sy^m:  Operators  of 
government  motor  vehicles,  third  parties,  and  witnesses  involved  in 
accidents. 
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Categories  of  records  in  the  system:  Operators  report  of  motor 
vehicle  accident,  investigation  report,  statement  of  witness,  notices 
of  injury,  action  taken  on  the  accident  reports,  police  r^rts, 
photographs,  and  doctor  certifications. 

Routine  uses  of  records  maintained  in  the  system,  including  ca^o-  , 
ries  of  users  and  the  purposes  of  such  uses:  Agency  officials  wiUi  a 
need  to  know  Regional  Counsels  for  ascertaining  appropriate  claims 
in  favor  of  the  Government,  against  the  government,  agency  liabili¬ 
ty  and  third  party  claims.  Inter-agency  officials  of  operator  in¬ 
volved.  State,  county  or  municipal  authorities  as  required  by  law. 
Third  parites  and  their  insurance  carriers.  Claims  for  Damage,  inju¬ 
ry  or  death  may  be  provided  to  U.S.  Attorneys  Office. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  forms. 

Retrievability:  Indexed  by  name. 

Safeguards:  Released  only  to  authorized  officials.  Information 
stored  in  locked  cabinets  when  not  in  use. 

Retention  and  disposal:  Cut  off  annually  following  completion  of 
case,  hold  2  years,  and  retire.  Destroy  after  4  additional  years. 

System  manager(s)  and  address:  Director,  Motor  Equipment 
Management  Division 

Federal  Supply  Service 
Washington,  DC  20406 

Regional  Directors  of  the  Motor  Equipment  Services  Divisions 
at  the  addresses  shown  under  the  location  portion  of  this 
notice. 

Notification  procedure:  The  address  of  the  agency  offices  to 
which  inquiries  should  be  addressed  and  addresses  of  locations  at 
which  the  individual  may  present  a  request  as  to  whether  a  system 
contains  records  pertaiiung  to  himself  is  the  same  as  that  ^own 
under  the  location  portion  of  this  notice.  Individual  should  provide, 
his  name,  social  security  number,  data  of  accident,  drivers  license’ 
number,  and,  if  a  govenunent  emfdoyee,  the  agency  employed  at  to 
assist  the  office  in  locating  the  record. 

Record  access  procedures:  An  individual  can  obtain  information 
on  the  procedures  for  gaining  access  to  and  contesting  records  from 
the  applicable  Director  of  the  Motor  Equipment  Services  Division 
shown  under  the  location  information  requests  should  be  submitted 
to  the  Director,  Motor  Equipment  Management  Division,  Crystal 
Mall  Building  4,  Washington  DC  20406  or  the  Office  of  the  Execu¬ 
tive  Director,  Federal  Supply  Service,  Crystal  MaU  Biulding  4, 
Washington,  DC  20406. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories:  Accident  reports  filed  by  individual^  in- 
v(dved,  police  reports,  witness  reports,  supervisors  reports,  and 
doctor  certificates. 

DOT/NHTSA  451 

System  name:  Medical  Records  and  Research  Data  DOT/NHTSA 
System  location:  Naval  Aerospace  Medical  Research  Laboratory, 
Pensacola,  Florida  32S12  and  NAMRL  Detachment,  New  Orleans, 
LA 

Categories  of  individuals  covered  by  the  syston:  Military  research 
subjects 

Categories  of  records  in  the  system:  Medical  Histories,  results  of 
physiem  examinations,  psuchdogical  testing,  electrocardiograms, 
audiograms,  x-rays,  and  miscellaneous  clinicm  laboratory  restdts. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reem’ds  are  used  for 
screen  research  subjects  and  for  statistical  purposes  by  military  and 
civilian  personnel  employed  at  this  activity. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  Records  are  maintained  in  file  folders,  magnetic 
tape  and  punch  cards. 

Rdrievability:  The  key  for  retrieval  is  name  or  Social  Security 
number. 

Safegnu^:  Records  are  not  sent  to  records  center  because  they 
are  considered  raw  scientific  data.  They  are  destroyed  by  burning 
when  research  projects  are  completed,  the  military  health  records 
are  sent  to  Naval  Manpower  Center,  Bainbridge,  Maryland  when 
an  active  duty  member  completes  his  tour  of  service. 


System  man^r(s)  and  address:  Commanding  Officer,  Naval 
Arospace  Medical  Research  Laboratory,  Pensaetda,  Florida  32S12 
Notification  procedure:  Dept,  of  Transportation,  National 
Highway  Safety  Administration,  Room  S301-N48-30,  400  Seventh 
Street,  S.W.,  Washington,  D.C.  20S90,  Attn:  Director,  office  of 
Contracts  and  Procurement 

Record  access  procedures:  See  address  under  Notification 
Procedure. 

Contesting  record  procedures:  See  address  under  Notification 
Procedure. 

Record  source  categories:  Personal  medical  history,  personal 
responses  to  test,  medical  examinations,  and  results  of  experimen¬ 
tal  data. 

DOT/NHTSA  453 

System  name:  Cognitive  Agreement  Number  DOT-HS-5-01057 
Motor  Vehicle  Diamiostic  Inspection  Investigation 
DOT/NHTSA 
System  location: 

State  Inspection 

600  North  40th  Street,  Phoenix,  Arizona  8S008 

4040  East  29th  Street,  Tucson,  Arizona  85711 

COMCO  Public  Relations 

4747  North  16th  Street,  Phoenix,  Arizona  85016 

Terrazas  &  Terrazas 

801  Home  Federal  Savings  Tower 

32  North  Stone  Avenue 

Tucson,  Arizona  85701 

Categories  of  individuals  covered  by  the  system:  Individuals  are 
classified  as  VIP  (Vehicle  Inspection  Progi^)  volunteer  partici¬ 
pants  and  are  categorized  as  ‘treatment*  or  ‘control*. 

Categories  of  records  in  the  system:  The  type  of  information  col¬ 
lected  m  the  system  on  the  volunteer  participants  is  as  follows: 
Vehicle  owner 
Name 
Address 

Telephone  (day  or  night) 

VIN  (vehicle  identification  number) 

LICENSE  PLATE  NUMBER 

Matrix  -  make/model/year  of  car  and  code 

County  -  Maricopa  or  Pima 

VIP  number 

Inspection  status 

Needs  first  inspection 

Needs  reinspection 

Passed 

Dropped 

Surplus 

Involved  in  accident 
Title  transfer 

Routine  uses  of  records  maintained  in  the  system,  iiKluding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  System  is  used  for 
acquisition  of  test  vehicles  and  follow-up  of  volunteer  participants. 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  praetkes  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  hi  the  system: 

Storage:  Magnetic  tape  and  printed  forms 
RetrievaMlity:  By  vehicle  owner  name  or  VIP  number. 

Safeguard:  Under  lock  and  key  at  locations  listed  in  Location. 
The  State  facilities  at  Phoenix  and  Tucson  also  have  burglar  alram 
systems.  The  subcontractor  (COMCO)  has  signed  a  Confidentiality 
and  Disclosure  of  Records  clause  as  part  of  the  subcontract  and 
only  authorized  personnel  have  access  to  records. 

Retention  and  dispo^:  Records  will  be  retained  on  magnetic  tape 
for  three  years  following  last  contract  payment. 

System  managers)  and  address:  Project  Director 
Arizona  Department  of  Health  Services 
1740  West  Adams  Street 
Phoenix,  Arizona  85007 
Notification  procedure: 

Department  of  Transportation 
National  Highway  Ti^fic  Safety  Administration 
Room  5301  -  N48-30 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Record  access  procedures:  See  address  in  Notification  Procedure. 
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Contesting  record  procedures:  See  address  in  Notification 
Procedure. 

Record  source  categories:  Sources  of  records  in  the  system  are: 

MVD  (Motor  Vehicle  Division)  file 
Volunteer  participants’  applications 

DOT/NHTSA454 

System  name:  Alcohol  Behavior  Research  DOT/NHTSA 
System  location:  13766  S.  Hawthorne  Blvd. 

Hawthorne,  Claifomia  90250 

Categories  of  individnals  covwed  by  the  system:  Male,  heavy  drin¬ 
kers 

Categories  of  records  in  the  system:  Self  Professed  drinking  abili¬ 
ty,  mescal  condition,  personality  traits,  experimental  drinking  data, 
experimental  performance  data. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Experimenters’  selection 
of  subjects  for  alc(^m  and  automobile  control  behavior  research. 

See  Prefatory  Statement  of  (jeneral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders  are  kept  in  the  technical  library. 

Retrievability:  System  is  indexed  by  subject’s  name. 

Safeguards:  Accessible  by  the  experimenter  from  the  locked 
storage  cabinet. 

Retention  and  disposal:  Depend  on  the  success  and  longevity  of 
the  particular  line  of  research. 

System  managerfs)  and  address:  Staff  Engineer  Research 
Notification  procedure:  Department  of  Transportation 
National  Highway  Traffic  Safety  Administration 
Room  5301,N48-30 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20S90 

Record  access  procedures:  See  address  in  Notification  Procedure. 
Contesting  record  procedures:  See  address  in  Notification 
Procedure. 

Record  source  categories:  Written  examination  filled  out  by  the  in¬ 
dividual  and  experimental  data  collected  during  tests. 

DOT/NHTSA  455 

System  name:  Debt  Complaint  File  DOT/NHTSA 
System  location: 

Office  of  Personnel  Man^ement 
Room  5306,  Nassif  Building 
400  7th  Street,  S.W. 

Washington,  D.C.  20591 

Categories  of  individuals  covered  by  the  system:  Employee  of  the 
NHTSA  on  whom  the  Agency  has  received  contacts  from  creditors 
indebtedness 

Categories  of  records  in  the  system:  Letters  and  other  correspon¬ 
dence  from  creditors,  collection  agents,  and  State  and  local  tax 
suiq)orted  institutions  with  claims  upon  employees  of  the  NHTSA. 
System  also  contains  copies  of  Agency  responses,  emfdoyee  state¬ 
ments  of  intention  to  pay  debts,  and  other  related  correspondence. 

Routine  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purp<^  of  such  uses:  Information  in  die 
system  may  be  used  by  officials  of  the  Agency  to  determine  an  em¬ 
ployee’s  suitability  for  continued  employment.  Documents  in  file 
may  be  used  to  substantiate  displinary  actions  related  to  indebted¬ 
ness.  Material  in  file  may  be  used  to  verify  prior  debt  con^ilaints 
from  the  same  creditor  on  the  same  individind  in  order  to  respond 
to  tte  creditor’s  current  correspondence.  See  Prefatory  Statement 
of  (jcmeral  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoang  of  records  in  the  system: 

Storage:  Records  stored  in  file  folders. 

Retrievability:  Indexed  liy  name. 

Safeguards:  Records  are  located  in  lockable  file  cabinets  with  ac¬ 
cess  limited  to  in^viduals  with  an  official  need  to  know. 

Retention  and  disposal:  Retained  in  file  for  6  months  following 
qiearation  or  transfer  of  employee^  unless  documents  become  part 
of  disciplinary  or  appeal  files  covei^  by  CSC  regulations 
System  manager(s)  and  address:  Director,  Office  of  Personnel 
Management 


Room  5306,  Nassif  Building 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  {umcdure:  Individuals  desiring  to  review  information 
about  them  in  the  system  of  records  should  address  inquiries  to 
System  Manager.  Individuals  requesting  the  information  should  pro¬ 
vide  their  full  name,  date  of  birth,  and  social  security  number. 

Record  access  procedures:  Individuals  desiring  to  access  informa¬ 
tion  in  this  system  should  address  inquiries  to  the  System  Manager. 

Contestii^  record  procedures:  Individuals  desiring  to  contest  in¬ 
formation  in  this  system  of  records  should  address  inquiries  to  the 
System  Manager. 

Record  source  categories: 

The  individual  to  whom  the  record  applies 
Creditors 

Tax  supported  institutions 
Courts 

DOT/NHTSA  456 

Syston  name:  Emergency  Medical  Information  System 
DOT/NHTSA 
Security  classification: 

Philadelphia  Health  Management  Corporation 

Attention:  Director  of  Emergency  Medical  Service 

530  Walnut  Street,  13th  Floor 

Philadelphia,  Peima.  19106 

Department  of  Public  Health 

City  of  Philadelphia 

Division  of  Emergency  Medical  Service 
500  S.  Broad  Street 
Philadelphia,  Pa.  19146 
Emergency  Operations  Center 
City  of  Philadelphia 
3rd  and  Spring  Garden  Streets 
Philadelphia,  Penna.  19123 
Finance  Department 
City  of  Philadelphia 
Municipal  Services  Building 
Philadelphia,  Penna.  19102 
Categories  of  individuals  covered  by  the  system: 

Users  of  central  emergency  access  phone  system  (9.1.1) 

Users  of  Fire  Rescue  Service  and  c^er  emergency  mescal 
transport  systems. 

Users  of  ho^ital  emergency  departments  under  contract  to  the 
City  of  Ph^delidiia. 

Specif  studies  of  serious  medical  emergency  categories. 
Categories  of  records  in  the  systm:  Statistical,  management  and 
evaluation  information  on  the  utilization  and  cost  of  the  Philadel¬ 
phia  emerwncy  services  system;  billing  information  to  be  * 
processed  for  mdiviudal  hospital;  9.1.1  central  medical  emergency 
dispatch  records,  ambulance  encounter  record,  hospital  emergency 
department  record  summaries. 

Routine  uses  of  records  maintaiaed  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Periodic  and  special 
planning,  management,  system  evaluation  and  billing  reports  and 
studies  of  emergency  departments,  ambulances,  geographic  areas, 
training  requirements  and  other  aspects  of  the  Emergency  Medical 
Service  System. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Poikks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  This  function  is  currently  being  plarmed;  magnetic  tape 
and  discs  are  most  likely. 

Retrievability:  Billing  will  be  done  with  data  provided  by 
hospitals;  all  other  data  except  for  possibly  high  risk  file  will  not  be 
patient  specific,  but  will  be  by  dia^osis,  rescue  unit,  time,  place, 
treatment  given,  severity,  response,  process,  outcomes,  etc.;  high 
use  file  would  be  by  person  identifier  if  accepted  (it  is  now  ordy 
being  explored). 

Safegna^:  This  area  is  currently  in  planning,  however,  we  will 
use  a  veriety  of  mechanisms  including  soft  ware  design,  persormel 
screening  and  training,  physical  plant  design  and  other  state  of  the 
art  measures  to  assure  security  m  the  system. 

Retention  and  disposal:  This  area  is  currently  in  the  planning 
phase,  however,  it  is  clear  that  with  the  possiMe  exception  of  high 
risk  files  patient  specific  information  will  not  be  maintained. 

System  maaager(s)  and  address: 
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Director  of  Emergency  Medical  Services 
Philadelphia  Health  Management  Corporation 
530  Walnut  Street,  13th  Floor 
Philadelphia,  Penna.  19106 
NotificatioB  procedure: 

Department  of  Transportation 

National  Highway  Ti^fic  Safety  Administration 

Room  5301  -N48-30 

400  Seventh  Street,  SW 

Washi^ton,  D.C.  20590 

Attention:  Director,  Office  of  Contracts  &  Procurement 
Record  access  procedures:  See  address  in  Noticfication  Procedure. 
Contesting  record  procedures:  See  address  in  Notification 
Procedure. 

Record  source  categories: 

9.1.1  central  medical  emei^ency  dispatch  records 
Ambulance  records 
Hospital  emergency  department  forms 
Social  studies 

Philadelphia  Health  Management  Corporatitm  data  base. 
DOT/NHTSA457 

System  name:  Suitability  Files  DOT/NHTSA 
System  location:  Office  of  Personnel  Management 
Room  5306,  Nassif  Building 
400  7th  Street,  S.W. 

Washington,  D.  C.  20590 

Categories  of  individuals  covered  by  the  system:  Emfdoyees  of  the 
National  Highway  Traffic  Safety  Administration 
Categories  of  records  in  the  system:  File  consists  (rf  reference 
checks,  medical  examination  reports,  and  fitness  for  duty  medical 
examination  repots. 

Routiiie  uses  of  records  maintained  in  the  system,  includ^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  in  Uie 
system  may  be  used  by  officials  of  the  Agency  to  determine  em¬ 
ployee’s  suitability  for  employment  and  continued  employment. 
Documents  in  the  fUe  may  be  utilized  as  basis  for  separation  ac¬ 
tions  after  appewtment. 

See  Prefatory  Statement  of  General  Routine  Uses 
Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  maintained  in  lockable  fOe  cabinets  in 
Manila  envelopes. 

Rctrievability:  Records  are  retrievaMe  by  employee  name. 
Safeguai^:  Records  are  maintained  in  lockable  file  cabinets.  Ac¬ 
cess  is  limited  to  those  whose  (tfficial  duties  require  access. 

Retention  and  disposal:  Files  are  maintained  during  period  of  em¬ 
ployment.  Except  tor  medical  examination  reports  which  will  be 
transferred  to  another  agency  if  employee  transfers,  the  records  in 
the  file  are  destroyed  upon  employee  separation.  Medical  examina¬ 
tion  records  are  destroyed,  however,  when  inter-agency  transfer  is 
not  the  basis  for  separation. 

System  managerfs)  and  address:  Director,  Office  of  Personnel 
Management 

Room  5306,  Nassif  Building 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Inquiries  about  the  System  of  Records 
should  be  directed  to  the  System  Manager.  Individuals  requesting 
information  should  provide  &eir  name,  mailing  address,  and  social 
security  number. 

Record  access  procedures:  Individuals  who  desire  access  to  or  to 
contest  iidormation  about  them  in  this  system  of  records  should 
contact  the  System  Manager. 

Contesting  record  procedures:  Same  as  Record  Access  Procedure. 
Record  source  categories: 

Previous  Employers 

Medical  Practitioners 

Employee  to  whom  the  record  pertains 

DOT/OST005 

System  name:  Citizens’  Advisory  Committee  on  Transportation 
Quality  DOT/OST 

System  location:  Office  of  Consumer  Affairs 
Room  9424 


Department  oi  Transportation 
400  Seventh  Street,  S.W. 

Washington,  DC  20590 

Categories  of  hMhridnals  covered  by  the  system:  Present  Members 
of  the  Citizens’  Advisory  Committee 

Past  Members  of  the  Citizens’  Advisory  Committee 
Individuals  interested  in  being  consider^  for  appointment  but 
were  not  selected. 

Categories  of  records  in  the  qrstem:  Biographic  Sketches  and 
Travel  Records  (includes  travel  esders,  travel  vouchers,  claim  for 
reimbursement). 

Routine  uses  of  records  maintained  in  the  qutem,  inchid^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  fetches  used  in  connec¬ 
tion  with  appointing  members  to  the  committee. 

Maintaining  travel  expenses. 

See  Prefatory  Statement  cd  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  maintained  in  official  filing  system. 

Rctrievability:  Records  indexed  alphabeticaOy  by  name. 

Safeguards:  Records  are  kept  in  unlocked  credenza  files  -  no 
{diysical  security  maintained. 

Retentiou  and  disposal:  Retained  until  expiration  term  then 
sent  to  storage  after  inventory  of  files. 

System  managcr(s)  and  address:  Director,  Office  of  Consumer  Af¬ 
fairs,  TES-40 
Room  9424 

Department  oi  Transportation 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  The  individual  may  present  himself  in  per¬ 
son  (MT  in  writing  to  the  System  manager  where  files  are  held  to 
inquire  about  vdiether  records  iqrply  to  him, 

Record  accca  procedures:  The  individual  may  gam  access  to  his 
records  iq>on  his  request  to  the  System  Manager. 

Contesting  record  procedures;  Contest  of  these  records  will  be  in 
writing  to  the  System  Mans^er,  listed  above.  If  request  is  not 
resolved,  the  individual  may  fUe  an  appeal  to: 

Office  General  Counsel 
Depsutment  of  Transportation 
Room  10428 

400  Seventh  Street,  S.W. 

Washingtem,  D.C.  20590 
Record  source  categories; 

DOT/OST  Oil 

System  name:  Discrimination  Complaint  Investigative  Files 
DOT/OST 
System  location: 

Department  Office  oi  Civil  Rights 
Complaints  Division 
2100  Second  St.  S.W.,  Rm  5300 
Washington,  D.C.  205W 

Categories  of  individuals  covered  by  tte  system:  Complaints  of  dis¬ 
crimination  by  enqdoyees  of,  and  applicants  to,  the  Department. 
Complaints  of  disciimination  by  indi^uals  affected  by  departmen¬ 
tal  programs  for  which  the  De{Wtment  has  compliance  responsibili¬ 
ty. 

Categories  of  records  in  the  syston: 

Formal  conqrlaint 
PersonrKl  record  information 
Racial-ethnic  data 
Investi^tive  reports 
Affidavits 

Departmental  decision 
Hearing  transcript,  if  hearing  is  held 
Routine  uses  of  records  msintsiard  in  the  system,  tacindiiig  catego¬ 
ries  of  users  and  the  purposer  of  such  uses: 

Internal  Conqrlaints: 

Adjudication  oi  conqrlaint  by  the  Departmental  Office  of  Civil 
Rights 

Referral  to  the  General  Counsel  and,  upon  request,  to  the 
appre^Miate  U.S.  Attorney’s  Office,  complainant  files  suit 
in  court. 
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Referral  to  the  Civil  Service  Commission  (CSC)  if  complainant 
requests  a  hearing  or  appeals  a  Departmental  decision 
Referral  to  the  CSC  for  investigation  of  a  complaint  by  an 
employee  of  the  Office  oi  the  Secretary 
Information  copies  to  the  Civil  Rights  Office  of  the  employee’s 
administration  and  to  the  employee 
External  Complaints: 

Referral  to  Office  of  Federal  Contract  Compliance  (OFCC)  of 
discrimination  complaints  relating  to  employment. 

Referral  to  operating  administration  with  compliance 
responsibility  of  class-action  complaints,  for  purpose  of  a 
compliance  review 

Invest^tion  by  Departmental  Office  of  Civil  Rights  personnel 
of  Title  VI  comphkints 

Referral,  upon  request,  to  Department  of  Justice,  which  has 
overall  program  responsibility  for  Title  VI  enforcement 
Referral  to  General  Counsel  when  conciliation  fails  and 
sanction  action  is  anticipated 
See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 

Retrievability:  Alphabetically  within  operating  administration 
Safegnards:  Maintained  in  locked  file  cabinets  in  a  locked  room 
Retention  and  disposal:  Maintained  three  years,  then  retired  to 
NARS 

System  managerfs)  and  address: 

Director  of  Civil  Rights 
Office  of  the  Secretary 
400  7th  SL,  S.W. 

Washington,  D.C.  20590 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  gaining  access  to  records.  Appeals  should 
be  directed  to  the  Secretary  of  Transportation,  if  request  for 
modification  or  deletion  is  denied. 

Record  source  categories: 

Information  provided  by  the  complainant 
Personnel  files  and  employment  records 
Interviews  with  witnesses 

DOT/OST  014 

System  name:  Employment  Applications  Files  DOT/OST 
System  location:  The  following  Secretarial  Offices  located  at  400- 
7th  St.  S.W.,  Washington,  D.C.  20590: 

Special  Assistant  to  the  Secretary,  S-3 
Special  Assistant  to  the  Secretary,  S-4 
V^te  House  Fellow,  S-9 
Office  of  the  Deputy  Under  Secretary,  S-5 
Office  of  the  Deputy  Under  Secretary  for  Budget  and  Program 
Review,  S-6 

Office  ot  the  Executive  Secretary,  S-10 
Contract  Appeals  Board,  S-20 
Office  of  PUUk  Affairs,  S-80 
Categories  of  individuals  covered  by  the  system: 

Prospective  emi^oyees 

Categories  of  records  in  the  system:  Resumes,  Employee  aj^lica- 
tions.  Samples  of  work  and  Letters  of  recommendation  and  refer¬ 
ral.  (Note:  Not  all  items  are  held  in  all  offices.) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Consideration  for  in-house  employment 
Where  appropriate,  referral  to  other  offices  and  agencies  for 
consideration  of  employment. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  File  folders 
Retrievability:  Filed  by  name 

Safegnards:  Files  are  accessible  only  with  the  permission  of  each 
system  manager. 


Retention  and  disfwsal:  Files  are  retained  as  long  as  position(s) 
for  which  individual  is  (are)  being  considered  remain(s)  viable. 

System  manager(s)  and  address:  Senior  official  of  each  office 
listed. 

Notification  procedure:  Inquiries  should  be  directed  to  the  System 
Manager. 

Record  access  procedures:  Contact  System  Manager  for  informa¬ 
tion  on  procedures  for  gaining  access  to  records. 

Contesting  record  procedures:  Contact  System  Manager  for  infor¬ 
mation  on  procedures  for  contesting  records.  Appeals  should  be 
directed  to  the  Secret^  of  Transportaion,  if  request  for  modifica¬ 
tion  or  deletion  is  denied. 

Record  source  categories: 

Applicant 

Referring  individual 

Other  agencies,  including  the  Civil  Service  Conunission 
DOT  officials 

Office  of  Personnel  Operations 

(Note:  Not  all  sources  are  used  by  all  offices.) 

DOT/OST  025 

System  name:  Parking  permit  management  system.  DOT/OST 
System  location:  OST  Paiking  Management  Office,  TAD-444.3, 
Room  2322,  DOT  Headquarters  Building,  400  7th  Street,  S.W., 
Washington,  D.C.  20590 

Categories  of  individuals  covered  by  the  system:  Dot  parking  per¬ 
mit  holders  (Washington  Headquarters)  and  DOT  carpool  members 
(Washington  Headquarters) 

Categories  of  records  in  the  system:  Status  record  (of  permits)  and 
member  record  (of  Carpools) 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Report  and  listing 
production.  Used  by  parking  vendor  (for  billings)  and  parking 
management  office  only. 

See  prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Two  operators  enter  data  with  password  control 
Retrievability:  Indexed  sequentially  by  permit  number. 

Safeguards:  Only  parking  mgmt.  personnel  have  access  to  listings 
Retention  and  disposal:  Data  is  deleted  and  not  retained  on  ADP 
once  individual  leaves  system. 

System  manager(s)  and  address:  Chief  Transportation  Branch, 
TAD-444,  Room  2318,  400  7th  St.  S.W.,  Washington,  D.C.  20590 
Notification  procedure:  Individual  may  review  data  upon  presenta¬ 
tion  of  valid  £>OT  ID  card. 

Record  access  procedures:  Same  as  Notification  Procedure. 
Contest^  record  procedures:  No  contest  -  individual  can  change 
data  at  will. 

Record  source  categories:  Only  source  is  from  parking  permit  ap¬ 
plication. 

DOT/OST  039 

System  name:  Safety  Management  Information  System  (SMIS) 
DOT/OST 
System  location: 

Transportation  Computer  Center 
U.S.  Dept,  of  Transportation 
Room  2401 
Nassif  Building 
400  7th  Street,  S.W. 

Washington,  D.C.  20590 
Categories  of  individuals  covered  by  the  system: 

Federal  Civilian/Military  Employees  of  the  U.S.  Dept,  of 
Transportation: 

Contractors  working  on  DOT  Premises; 

DOT  Real  &  Personal  Property. 

Categories  of  records  in  the  system:  Accident  Reporting  Records 
Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses: 

Issue  automated  records  to  the  U.S.  Dept,  of  Labor,  OSHA. 
Submit  quarterly  accident  statistics  data  to  DOT  operating 
administrations. 
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Developes  statistiad  ramineries  &  special  amdysis  listings  for 
use  in  progranmiing  safety  man^enient  functions, 
departmental  level  budget  function  as  it  rdates  to  OWCP, 
and  maintains  S  year  OSHA  lequireaMat  for  accident  record 
retension. 

Sec  Prefatory  Satcment  of  General  Routine  Uses. 

Poydct  and  pradlcw  lor  storing,  lefriieing,  accrsslng,  retaining, 
and  dlqioAng  of  records  In  tlM  system: 

Storage:  liagnetic  Tapes  and  Disks. 

RetrkvabilRy:  Name/Social  Security  Nnraber/Accideiit  Repost 
Nund)cr/Special  Project  Data  Programmmg. 

Safegnards:  Transportation  Coaster  Center  maintains  both 
physical  security  and  persouwl  security.  Retrieve/access 
procedures.  The  records  are  disposed  of  by  Mnnking/erasing  the 
magnetic  tape  on  disk. 

Retention  and  cHspoeal:  Kept  5  years  then  destroyed. 

System  manager(s)  and  address: 

Director  of  Personnel  and  Training 
Office  of  the  Secretary  TAD  10 
400  7th  Street,  S.W. 

Washington.  D.C.  20S90 

Notificatioa  procedure:  Quarterly  management  analysis  delivered 
to  safety  managers  or  all  operative  administratCHS.  Special  data  may 
be  provided  by  request  in  written  form  to 
Director  TAD  10 

The  Office  Personnel  &  Training  at  the  above  address 
Record  access  procedures:  An  individual  may  gain  access  to  his 
record  by  request  to  the  System  Manager. 

Contesting  record  procedures:  Contest  of  these  records  wiD  be  to 
the  Office  of  Personnel  and  Training.  If  resolution  is  not  satisfacto¬ 
ry  for  the  individual,  an  appeal  may  be  submitted  to: 

General  Counsel 
Office  of  the  Secretary 
Room  10728 
400  7tb  Street,  S.W. 

Washington.  D.C.  20590 
Record  source  categories: 

DOT  Form  3902.1 
DOT  Form  3902.2 
DOT  Form  3902.3 
DOT  Form  3902.4 
DOT  Form  3902.5 
DOT  Form  3902.6 
DOT  Form  3902.7 
DOT  Form  3902.8 

DOT/OST(MO 

System  name:  Security  Management  Records.  DOT/OST 
System  location: 

Office  of  Emergency  Transportation  (OET) 

Room  9114,  400  7th  St.  S.W.  Washington,  D.C.  20590 
Categories  of  individnals  corered  by  the  system:  All  members  d 
OET. 

Categories  of  records  in  the  qrstem:  Jacket  file  of  all  security 
clearance  records  d  all  personnel 
Routine  uses  of  records  maintained  in  the  system,  faiclnding  catego¬ 
ries  of  users  and  the  purposes  of  snch  nses:  Management  by  Director 
OET  and  Security  Officer  of  security  classificatkai  levels  required 
by  missions  and  fimctions  of  OET 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retsining, 
and  (Hspodng  of  records  in  the  system: 

Storage:  Maintained  in  single  folder  with  all  pertinent  items  in¬ 
cluded  alphabetically 
Retrievability:  Alphabetically  by  name 

Safeguards:  Restricted  to  use  by  Director  and  Security  Officer. 
File  maintained  in  a  locked  3-combination  safe 
Retention  and  dj^osal:  Retained  during  period  of  emidoyment. 
Transferred  with  the  individual  or  returned  to  Security  Ctffice  d 
OST. 

System  managers)  and  address: 

Director  of  Emergency  Transportation 
Department  of  Transportation 
Washington,  D.C.  20590 


NotJIleadun  procedare:  buptries  may  be  addressed  to  the  office 
listed  under  System  Location.  Individuab  requesting  such' informa¬ 
tion  must  sign  the  requ^  personally.  AJieniatively  personal  visits 
to  the  above  location  with  presentation  of  necessary  identification 
wiH  enable  individual  to  have  access  to  his  record  and  to  actions  to 
contest  it 

Record  access  prmadnws:  Individual  may  secure  mfornmtion  on 
procediues  for  gaining  access  to  records  by  (1)  adthessiag  a  wrhten 
(pieiy  to  the  office  dted  under  System  Location  above  or 
presenting  himself  in  person  to  that  office. 

Contesting  racoid  psocedanes:  Same  as  ‘Record  Access 
Procedures*. 

Record  sosm  categoriss;  Date  from  indfvidaal,  and  from  Dunctor 
of  Investigation  and  Security  Department  of  Transportation  2 
DOT/OST  042 

System  smbsc:  Technical  Pipdine  Safety  Committee  DOT/OST 
System  location:  Room  6226 
2100  Second  Street,  S.W. 

Washington,D.C.  !^90 

Categories  of  iadhridmds  covered  by  the  system:  Members  of 
Techni^  Pipeline  Safety  Standards  Committee-  intermittent  con¬ 
sultant. 

Categories  of  records  hi  ths  system:  Biographical  data  in  support 
of  member’s  nomination. 

Letters  and  news  releases  for  member’s 
appointment/reappoinUnent 
Persormel  Actioos. 

Rontine  nees  of  records  mahHaiaed  fas  the  system,  iacIndiBg  catego¬ 
ries  of  users  and  the  pmposes  of  such  bsck  General  reference  pur¬ 
poses  for  support  functions 

See  Prefatory  Statement  General  Routine  Uses. 

Pnllcies  mhI  practices  for  Roring,  rctrkviiig,  acccssfaig,  retahshig, 
and  disposhig  of  records  in  the  systera: 

Storage:  In  file  folders. 

Retrievability:  Alphabetically  by  name  within  subject  area. 
Sslrgnardi’  Room  locked  after  hours,  most  information  is  public 
knowledge. 

Retentioa  and  dirpoaal:  Kept  indefinitely. 

0  Department 

Materials  TranqxHtation  Bureau 

Director  d  Pq)dine  Safety  Operatioas,MTP-4 

2100  Second  Stieet,S.W.,WashingtonJX:  20590 

1  Address  in 

2  Infmmatio 

3  Same  as  fo 

4  Personnel 

Travel  Vouchers  (SF 1012) 

Certificate  d  Cor^tant’s  Sorvices 
Press  Releases 

Administrative  Correspondence/Memorandmns 
DOT/OST  045 

System  aame:  Unsolicited  contract  or  researdi  and  development 
luoposals  embod^ng  clauns  of  proprietary  rights.  DOT/OST 
sqrsKm  locanou: 

Droartment  of  Transportation 
Office  of  the  Secretary 
Office  of  the  Genmal  Counsel 
Room  10424 
Washington,  D.C.  20590 

Categories  of  iudividuais  covered  by  the  syshw  Individuals  who 
believe  they  have  original  and  innovative  ideas  in  the  field  of  trans¬ 
portation. 

Categories  of  records  in  the  systn:  Copies  of  descriptions  of 
proposed  innovations  or  inventioas  and  methods  of  carrying  out  the 
propo^.  Evaluations  by  Patent  Counsel  of  the  ad^uacy  and 
propriety  of  restrictive  markings  on  the  proposals  and  correspon¬ 
dence  of  the  Patent  Counsel  pertaining  thercto. 

RoiiHut  uses  of  records  amintained  hi  the  system,  iaclndiag  catego¬ 
ries  of  users  and  the  pyiwecs  of  such  nses:  Us^  as  a  record  d 
Patent  Counsel’s  action  in  individual  unsolicited  proposal  cases. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Poiicies  and  practices  far  Roriag,  retrkviag,  accessjag,  rctainhig, 
and  disposiBg  of  raeords  hi  the  syatasu 
Storage:  File  folders  stored  in  file  catunets  (Conserv-a-File). 
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RctrievabUlty:  Indexed  individually  by  name  and  subject  in 
alphabetical  sequence. 

Snieg— rdi;  Records  are  disclosed  only  in  accordance  with  the 
terms  of  restrictive  markings  agreed  upon  between  submitter  and 
DOT. 

ReleatkMi  and  dteposal:  Transfer  to  storage  when  three  years  dd; 
Destroy  after  six  years. 

System  managnts)  and  address: 

Patent  Counsel 

Office  of  die  Assistant  General  Counsel  for  Operations  and 
Legal  Counsel 

Office  of  the  Secretary,  Office  of  the  General  Counsel 
Department  of  Transportation 
400  Seventh  Street,  S.W.,  Room  10424 
Washington.  D.C.  20S90 
Notification  procedore: 

Department  of  Transportation 
Office  of  the  Secretary 
Office  of  the  General  Counsel 
Office  of  Patent  Counsel 
Room  10424 

400  Seventh  Street,  S.W. 

Washington,  D.C.  20S90 
Record  access  procedures: 

Patent  Counsel 

Office  of  the  Assistant  General  COunsel  for  Operations  and 
Legal  Counsel 

Office  of  the  Secretary,  Office  oi  the  General  Counsel 
400  Seventh  Street,  S.W.,  Room  10424 
Washington,  D.C.  20S90 

Contesting  record  procedures:  Same  as  ‘Record  Access 
Procedure*. 

Record  source  catego^:  Forwarded  by  individual  or  by  the  DOT 
irffice  to  whom  unsolicited  proposal  was  addressed. 

DOT/OST048 

System  name:  Transportation  Research  Activities  Information  Ser¬ 
vice  (TRAIS)  DOT/OST 
System  location: 

Transportatkm  Systems  Center  (TSC) 

Cambndge,  Massachusetts 

Categories  of  individnals  covered  by  file  system:  Program/Project 
Manager 

Categories  of  records  in  the  system:  Notification  of  Technical 
Research  and  Development 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  on  on-gomg 
and  completed  research  and  development  accomplishments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

PoVdes  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  magnetic  tape 

Retrievability:  Retrievable  by  a  unique  accession  number  as¬ 
signed  by  Data  Base  Administrator,  batch  process  or  on-line  in¬ 
teraction 

Safeguards:  Physical  security  -  user  identification  and  passwords 
Retention  mid  disposal:  Up  to  three-year  retention  and  then  Uq>e 
is  reused  which  destroys  previous  data 
System  raanager(s)  and  addrem: 

DOT/TST-2S.1  R&D  Informatimi  Officer 
Washington,  DC  20S90 

Notification  procedure:  Same  as  System  Manager. 

Record  acoem  procedures:  Same  as  System  Manager. 

Contesting  record  procedures:  Same  as  System  Manager. 

Record  source  categories:  Contract  Awards  from  Contracting  Of¬ 
fices,  Pubheatioo  of  Technical  Report 

DOT/OST  049 

System  name:  Transportation  Research  Information  Service  on  line 
CTRIS-on-line)  DOT/OST 
System  location: 

Battelle  Laboratories 
Columbus,  Ohio 


Categories  of  individuals  covered  by  the  system:  Program/Project 
Manager 

Categories  of  records  in  the  qrstem:  Notification  of  Technical 
Research 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Information  on  on-going 
and  completed  research  and  development  accomplishments. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  ^ 

Storage:  Computer  magnetic  tape 

Retrievability:  Retrievable  by  a  unique  accession  number  as¬ 
signed  by  Data  Base  Administrator,  batch  or  on-line  interaction 
Safeguards:  Physical  security  -  User  identification  keywords  and 
passwords. 

Retention  and  disposal:  Up  to  three  year  accessibility,  tape  is 
reused  which  destroys  previous  data 
System  managers)  and  address:  DOT/TST-25.1  R&D  Information 
Officer 

Washington,  DC  20590 

Notification  procedure:  Same  as  System  Manager 
Record  access  procedures:  Same  as  System  Manager 
Contesting  record  procedures:  Same  as  System  Manager 
Record  source  catc^ries:  Contract  awards  received  from  Con¬ 
tracting  Offices,  Publication  of  Technical  Reports. 

DOT/OST  050 

System  name:  Executive  Team  Cadre  Listings  for  Continutiy  of 
Operations  Plan  of  the  Office  of  the  Secretary,  DOT/OST 
System  location:  Office  of  Emergency  Transportation 
(OETXTAD-80)  Department  of  Transportation,  Washington,  DC 
20590 

Regional  Emeiwncy  Transportation  Coordinator  (RETCO) 
Regions  1  and  2,  Causeway  Street,  Boston,  MA  02114 
RCTCO,  REgion  3,  31  Hopkins  Haza,  Baltimore,  MD  21201 
RETCO,  Regimi  4,  FAA  ^uthem  Region,  P.O.  Box  20636, 
Atlanta,  GA  30320 

RETCO,  REgion  5, 18209  Dixie  Highway,  Homewood,  IL 
60430 

RETCO,  Region  6,  FAA  Southwest  Region,  P.O.  Box  1689,  Ft. 
Worth  TX  76101 

RETCO,  REgion  7,  P.O.  Box  7186,  Country  Chib  Station, 
Kansas  City,  MO  64113 

RETCO,  Region  8,  Denver  Federal  Center,  Denver,  CO  80225 
RETCO,  Region  9,  630  Sansmne  Street,  San  Francisco,  CA 
94126 

RETCO,  Region  10,  Federal  Building,  Room  3590,  915  Second 
Avenue,  Srattle,  WA  98174 

RETCO,  Alaska  Region.  FAA  Alaskan  Region,  632  Sixth 
Avenue,  Anchorage,  AK  99501 

Categories  of  individoals  covered  by  the  system:  Professional  and 
Clerical  employees  of  the  U.S.  Government  who  have  been  given 
emeigency  billet  assignments  within  the  Department  of  Transporta¬ 
tion  Emergency  Structure. 

Categories  of  records  in  the  system:  Record  consists  of  a  pamphlet 
(DOT  P  1915.4A  w/supplement  I)  periodically  showing  office  and 
agency  listings  of  current  staffing  patterns  and  elements,  current 
position  numbers  mr  routing  symbols,  emeigency  assignments, 
emeigency  position  numbers  and  cadre  membership.  The  supple¬ 
ment  contains  listings  of  individual  names  identified  by  DOT  office 
symb(4,  emergency  position  numbers  and  cadre  desigration.  In  ad¬ 
dition  similar  listings  are  inaintained  in  all  Federal  Standard  Re¬ 
gions  and  in  Alaska 

Routine  uses  of  records  maintaiiied  in  the  system,  inclndi^  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  identification  of  m- 
divkhials  required  to  insure  viability  of  DOT  in  the  immediate 
preattack  -  transattack  -  immediate  postattack  period  of  a  national 
defense  emeigency.  Available  to  the  Secretarim  Officers,  heads  of 
(grating  administrations  or  designated  subordinates  (national  and 
regional)  and  to  individuals  listed. 

See  Prefatory  Statement  of  General  Routine  Uses. 

PoUdes  and  practices  for  storing,  retrieving,  accessing,  retaiidng, 
and  disposing  of  records  in  the  system: 

Storage:  Publication  is  maintained  in  Stock  in  listings  in  each  of¬ 
fice  of  record  in  standard  filing  equipment 
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Retrievability:  Manually  by  position  listing 
Safeguards:  Metal  file  containers  or  other  standard  office  equip¬ 
ment 

Retention  and  disposal:  Retained  until  republished  then  destroyed 
System  managerfs)  and  address:  Director  of  Emeigency,  Office  of 
the  Secretary  of  Transportation,  TAD-80;  Department  of  Transpor¬ 
tation,  Washington,  D.C.  20S90 

Notification  procednre:  Inquiries  may  be  addressed  to  any  of  the 
offices  listed  under  ‘System  Locations*.  Individuals  requesting  such 
information  msut  sign  the  request  personally  and  include  in  the  text 
of  the  request  card  number  of  his  or  her  Federal  Emergency  As¬ 
signee  Identification  Card  (CD  CardXSF  138).  Alternatively  per¬ 
sonal  visits  to  the  above  locations  with  presentation  of  the  above 
credentials  will  enable  individual  to  learn  of  and  have  access  to  his 
or  her  record. 

Record  access  procedures:  Individual  may  secure  or  obtain  infor¬ 
mation  on  procedures  for  gaining  access  to  records  by  (1)  referral 
to  the  information  sheet  issued  to  him  or  (2)  addressing  a  written 
que^  to  the  offices  cited  under  System  Location  (except  the  Ad¬ 
ministrative  Communications  Office,  U.S.  Department  of  Com¬ 
merce,  Box  688,  Greensboro,  NC  27402  who  maintains  duplicate 
files  in  storage  only)  or  (3)  presenting  himself  to  those  offices 
Contesting  record  procedures:  Same  as  ‘Record  Access 
Procedures* 

Record  aource  categories:  Office  or  Agency  of  employment 
DOT/TSC703 

System  name:  Occupational  Safety  &  Health  Reporting  System 
DOT/TSC 
System  location: 

Department  of  Transportation 
Transportation  Systems  Center 
'  Management  Services  Division 
Code  810 
Kendall  Square 
Cambridge,  MA  02142 

Categories  of  individuals  covered  by  the  system:  TSC  employees, 
in-house  contractor  personnel  and  visitors  who  have  occupational 
illnesses,  injuries  or  are  involved  in  Government  property  ac¬ 
cidents. 

Categories  of  records  in  the  system:  Federal  Occupational  Injuries 
&  Illnesses  Survey  form;  etc.);  DOT  AccidentAnjuty  Reports,  DOT 
forms  3902.1  through  8;  Eiepartment  of  Labor,  for  payment  (rf 
medical  bills  and  woiiunen’s  conqiensation,  as  applicable. 

Routine  uses  of  records  maintained  in  the  Q^tem,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  The  general  purposes  of 
these  records  are  intended  for  internal  management  control, 
and  also  for  accident  prevention.  The  routine  uses  of  the  Dep^- 
ment  of  Labor  forms  are  for  (1)  submission  to  doctors  and  medical 
institutions  rendering  services  to  individuals  and  (2)  to  the  Office  of 
Enqiloyees  Compensation,  Department  of  Labor,  for  payment  of 
medical  bills  and  workmen’s  compensation,  as  applicable. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Forms  and  other  paper  records. 

Retrievability:  Indexed  by  individual’s  name. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  and 
folders  are  stamped  ‘For  Official  Accident  Prevention  Use  Only.* 
Retention  and  disposal:  Records  are  retained  for  five  (S)  years 
and  then  destroyed  by  shredding. 

System  manager(s)  and  address: 

Department  of  Transportation 
Transportation  Systems  Center 
Management  Services  Division/Code  810 
Kend^  Square 
Cambridge,  MA  02142 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  System  Manager.  An  individual  may  gain  access  to 


his  records  by  written  request. 

Contesting  lecoctl  procedures:  Contest  of  this  data  will  be  made  to 
the  System  Manager.  If  administrative  resolvement  is  not  satisfac¬ 
tory  to  the  individual,  appeals  may  be  filed  in  writing  through  the 
Assistant  Secretary  for  Administration  to  the  Secretary  of  Trans¬ 
portation. 

Department  €)f  Transpentation 
Office  the  Secretary 
400  Seventh  Street,  S.W. 

Washington,  D.C.  20S90 

Record  source  categories:  Documents  provided  by  the  individual 
concerned  and  inunediate  supervisor. 

DOT/TSC  710 

System  name:  Personnel  Management  Convenience  Files  DOT/TSC 
System  hxatioo: 

Department  of  Transportation 

Transportation  Systems  Center 

Director,  Operating  Directors 

Staff  Officers,  Division  &  Branch  Chief  Offices 

KendaU  Square 

Cambridge,  MA  02142 

Categories  of  individnals  covered  by  the  system:  All  TSC  Em¬ 
ployees 

Categories  of  records  in  the  system:  Duplicate  copies  of  records 
maintained  in  the  Official  Personnel  Folder  (OPF),  such  as  SF  52, 
SF  171,  Peifonnance  Evaluations,  Training  Records,  l^yroU  and 
leave  Records,  etc.  Personnel  information  such  as  copies  of  Travel 
Orders/Vouchers,  Ai^cant  Pix^iles,  Biographical  Sketches,  Rank¬ 
ing  Data,  Address  lues,  I.D.  Photos  and  other  personnel  related 
data. 

Routine  uses  of  records  maintained  in  the  ^stem,  including  catego¬ 
ries  of  users  and  the  puroosM  of  such  uses:  The  general  purposes  of 
these-fOes  are  intend^  for  internal  management  and  control  includ¬ 
ing: 

Administrative  reference  material 

Supervision  and  management 

Scheduling  ct  wwk  projects  travel  and  tnuning. 

See  Prefatory  Statement  of  General  Routine  Uses. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  hi  the  system: 

Storage:  Forms,  card  files,  logs,  ADP  printouts,  and  other  paper 
records. 

RetrievabUity:  Indexed  by  employee’s  name  and  Standard  Sub¬ 
ject  (Classification  System  ffling,  i.e.,  3410,  Training,  etc. 

Safeguards:  Records  are  maintained  in  locked  file  cabinets  or 
locked  desk  drawers. 

Retention  and  disposal:  Records  are  maintained  until  the  in¬ 
dividual  terminates  employment  with  TSC.  Records  are  then 
destroyed  by  shredding. 

System  managerfs)  and  address:  Director,  Operating  Directors, 
Staff  Officers  and  Division  (Chiefs,  at  the  address  under  ‘System 
Location*. 

Notification  procedure:  Information  may  be  obtained  from  the 
System  Manager. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to  the  same  address  as  referenced  in  the  Notification 
above. 

Contesting  record  procedures:  An  individual  may  gain  access  to 
his  records  by  written  request.  Contest  of  these  records  will  be 
made  to  the  System  Man^r.  If  administrative  resolvement  is  not 
satisfactory  to  the  individual,  appeals  may  be  filed  in  writing 
throu^  the  Assistant  Secretary  for  Administration  to  the  Secretary 
of  Transportation. 

Department  oi  Transportation 
Office  of  the  Sraxtaiy 
400  Seventh  Street,  SW 
Washington,  DC  20590 

Record  nnirce  categories:  Duplicate  copies  provided  by  the  Per¬ 
sonnel  &  Training  Division 
Supervisor 

Individual  enqrioyee  on  whom  record  is  maintained.  I* 
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FEDEIAL  REOISTEI  VOL  40,  NO.  1M— WEDNESDAY,  SEPTEAWEI  14,  1975 


NOTICE  TO  FEDERAL  REGISTER  READERS 


As  part  of  its  continuing  program  to  improve  the  quality  of  the  daily  FEDERAL  REGISTER  and  CODE  OF 
FEDERAL  REGULATIONS,  the  Office  of  the  Federal  Register  is  soliciting  the  views  of  interested  persons  on  the 
effectiveness  of  individual  Federal  Register  documents  and  on  regulations  contained  in  the  CODE  OF  FEDERAL 
REGULATIONS. 

Our  goal  is  twofold: 

First — ^to  make  each  document  published  in  the  FEDERAL  REGISTERS easily  understandable,  thus  making 
compliance  easier,  more  efficient,  and  less  costly;  and 
Second — ^to  identify  and  correct  any  existing  Federal  regulations  which  are  obsolete,  unnecessarily  wordy, 
or  unclearly  stated. 

We  believe  this  effort  is  consistent  with  the  objectives  stated  by  President  Ford  in  his  October  8th  speech  on 
the  economy  in  which  he  announced  "a  joint  effort  by  the  Congress,  the  executive  branch  and  the  private  sector  to 
identify  and  eliminate  existing  Federal  rules  and  regulations  that  increase  costs  to  the  consumer  without  any  good 
reason  in  today's  economic  climate." 

The  Office  of  the  Federal  Register  welcomes  your  comments  and  suggestions.  The  survey  blank  below  is 
provided  for  that  purpose.  All  comments  received  will  be  maintained  in  a  public  docket  and  will  be  available  for 
inspection  in  the  Office  of  the  Federal  Register  to  any  interested  persons  or  agencies.  Comments  which  point  out 
the  need  for  substantive  changes  in  existing  regulations  also  will  be  forwarded  to  the  responsible  agency. 


I.  For  the  following  reasons  I  found  it  difficult  to  understand  the  docunjent  from 
_ in  column _ ,  page _ of  the _ issue  of  the 

(agency)  (date) 

Federal  Register: 

□  only  technical  language  was  used;  □  document  contained  long  and  difficult  sentences; 
‘  □  preamble  did  not  contain  a  clear  and  concise  explanation  of  the  document’s  purpose ; 

□  other  (explain) _ 


II.  I  believe  that  the  requirement (s)  contained  in: 

A.  The  document  from _ _ in  column  ,  page  of  the 

(agency) 

_ ^issue  of  the  Federal  Register,  or 

(date) 

B.  Section (s)  _ of  Title _ of  the  Code  of  Federal  Regulations 

impose (s)  an:  □  unnecessary;  □  unreasonable;  O  impractical;  or  □  obsolete 
requirement  on  those  persons  subject  to  that  regulation. 

My  reasons  are:  _ 


III.  (Optional)  I  suggest  that  the  provision(s)  mentioned  above  be  rewritten  as  follows: 


Please  mail  to : 

Office  of  the  Federal  Register 
National  Archives  and  Records  Service 
General  Services  Administration 
Washington,  D.C.  20408 


Name  and  address  (optional) 


o 


